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ABSTPACT 

One of three individnali^ed courses included in a 
lodaina curriculum^ this course covers the basic policies and 
procedures used by the niqht auditor in hotels and motels. The course 
is comprised of four units: f1) The Rand Transcript, (2) Balancing 
Cashier Totals, (3> Preparina the Night Audit, and (4) Auditing on 
Miscellaneous H--.chines. Each unit begins with a Unit Learning 
Experience Guide that gives directions for unit completion- The 
remainder of each unit consists of Learni:rQ Activity Packages ^AP) 
that provide specific information for completion of a learning 
activity. Each LfP is comprised of the following parts: objective, 
evaluation procedure, resources, procedure, supplemental sheets, 
studv auide, and a LAP test with answers. The course is preceded by a 
pretest which 's desianed to direct the student to units and 
performance activities. (LPA) 



i y Peproductions supplied by EDPS are the best that can be made * 
ihjyC from the oriainal document. * 
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File Code. 25.03.00.00. A2~ l 




Date Pubtishad: 



1/12/7S 



COURSE: 



NIGHT AUDITING PROCEDURES 



DESCRIPTION ; 

Included in this course are the basic policies and procedures used daily 
by the Night Auditor in hotels and motels. You will learn how to prepare 
the audit using machines or hand methods- You will gain knowledge of the 
audits on various machines, not just the NCR 42. 



RATIONALE : 

Skills and procedure.^ which will be learned will enable the student to be 
employed in a hotel or motel of any size with a minimum of difficulty. 

PREREQUISITES : 

Completion of the course post test 25.02, "Front Desk Procedures;" also, 
course 25,03 pretest on "Night Auditing Procedures," 



OBJECTIVES : 

Complete a night audit using the NCR 42 and the Sweda 76, using the 
necessary forms and procedures. Recognize proper auditing procedures on 
the NCR Class 5, NCR 52 and the Sweda Data Register. 



RESOURCES : 

Books: A resource list is attached. 



GENERAL INSTRUCTIONS : 

You will be required to observe shifts prior to actual performance. These 
audits that you obse.rve should be set up on consultation with the instructor. 
Also, at this time you shoulcL consult the instructor for scheduling into 
Office Education support courses. 



Principal Author(s): D. Fuhrman 
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UNIT TITLES ; 

.01 The Hand Transcript 

.02 Balancing Cashier Totals 

.03 Preparing the Night Audit 

.04 Auditing on Miscellaneous Machines 



EVALUATION PROCEDURE ; 

The student must score 90% on all written LAP and unit tests. A score of 
100% must be achieved on all unit performance tests. 



FOLLOW-THROUGH : 

Begin the first assigned unit* 
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Student: File Code: 25 . 03 . 00. 00 . A2-2 

Date: Date Putetehed: S/5/75 




COURSE PRETEST: NIGHT AUDITIMG PW)CEDURES 



25.03.01 .01 

1 . When cashing checks the cashier should: 

a. accept the guest's social security card as the only means of identification. 

b. be sure to establish proper credit identification. 

c. work rapidly because the guest is always in a hurry at check-out time. 

d. accept a post-dated check If the guest provides proper identification. 

2. If a long distance call on a guest folio is incorrectly posted on the transcript as 
a laundry charge, the: 

a. telephone column on the transcript will be correct. 

b. transcript will be out of balance. 

c. transcript may still balance. 

d. laundry column will be understated. 

3. The opening balance: 

a. plus today's charger, equals the new balance forwarded. 

b. minus today's credits equals the new balance forwarded. 

c. is what you ended with yesterday. 

d. plus today's credits equals the new balance forwarded. 

4. In the preparation of the transcript, the posting of a charge in the wrong column 
will affect: 

a . the old balance. 

b. departmental totals. 

c. new balance . 

d. all of the above. 

5. In auditing the transcript, the total of the "rooms" column should equal; 

a. the room reservation sheet. 

b. the balance brought forward column. 

c. the room revenue sheet. 

d. none of the above. 
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2S.03.01 ■ 01 (continued) 

6. The cash disbursement column of the Guest Ledger transcript is equal to the: 

a. credit transfer column . 

b. total cash paid out and allowances given to guest accounts. 

c. restaurant cash sales. 

d. total cash paid out on front office cash sheets. 

7. in auditing the transcript, the total of the "balance forwarded" column is 
proved by: 

a. comparing the difference between the old ba'ance and the new balance. 

b. comparing the total of the "total charges" column with the sums of the 
totals of all preceding columns- 

c. taking the difference between the totals of the debit and credit columns, 
d . none of the above . 

8. Local phone charges at your hctei are 1 5<1:. The transcript is out of balance 
by 30<t but arithmetically correct. What would you look for first? 

a. A transposition of figures In the telephone column. 

b. A posting error In the valat or laundry. 

c. An error in the transposition of old balance. 

d. Two phone calls not posted to accounts. 

9. The form of original entry for a "cash advance" to a guest Is: 

a. a cash credit voucher. 

fc>. a cash disbursement voucher. 

c. a guest rebate slip . 

d. an al lowance voucher . 

10. A change as applied to the transcript is: 

transferrinq a balance to the city ledger. 

transferring a credit balance to another guest folio within the same ledger, 
changing from one room to another, 
none of the above. 



15.03.02.01 

11 If the machine balance (inactive account total) on the bottom of the "D" report 
(the balance of all guest folios in the tray) is less than the today's plus yes- 
terday's net outstanding total (assume machine balance is incorrect): 

a. one folio was posted twice with the same amount. 

b. possibly a folio is missing. 

c. there is a skipper . 

d. there was a transfer to the city ledger which was transferred twice. 
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25.03.02.01 

12. Which error cannot be found by dividing the difference of two totals by 9? 

a. transposition 

b. double iilide 

c. zero between digits 

d. none of the above 

Using the following examples, answer questions 13 and 14. Do the work on a 
separate sheet of paper- 



PRE LI ST 


AMOUNTS ACTUALLY POSTED 


109.16 


273.45 


308.35 


380. 53 


878. 15 


327. 54 


887. 54 


109. 16 


237. U5 


887. 54 


327.54 


878.45 


380. 53 


308.35 


3129.02 


3165.02 



13. The type of error !s: 

a. double slide. 

b. transposition. 

c. zero between digits. 

d . single slide. 

14. The difference between tiie error position is: 

a. 3. 

b. 4. 

c. 36. 

d. 1 . 

Using the following examples, answer question 15. Do the work on a separ 
of paper . 

AMOUNTS ACTUALLY POSTED 



133.00 
30.00 
70.18 
1 3.30 
4.04 
607.1 8 
857.70 



ry 
9 



PRELIST 

30.00 
607.1 8 
133.00 
404.00 
13.30 
70.18 
1257.66 
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25. 03 .02. 01 (continued) 

15. The decimal was moved: 

a. to the left two places. 

b. to the left one place. 

c. to the right tv/o places. 

d. to the right one place. 

25.02.03.02 

16. In correcting a wrong account posting, you use: 

a. the correction plus key only. 

b. the miscellaneous debit and credit keys. 

c. the correction plus and minus keys. 

d. the miscellaneous debit key only. 

17. John Williams (Room 132) is charged $13.06 for Restaurant. It should have been 
charged to Jim Williams (Room 123) (JohnW. balance is $23.00; Jim W. balance 
is $33.00) . To correct Jim W. 's folio: 

a. pick up $33.00, correction plus $13.06. 

b. pick up $33.00, $13.06 Restaurant key. 

c. pick up $33.00, miscellaneous debit $13.06. 

d. pick up $33.00, miscellaneous credit $33.00. 

18. Bob Robertson (Room 103) has been credited with an advance payment which 
should have been posted to Bob Roberton of Room 130. The payment amounted 
to $45.00. Roberton's balance is now $23.00 debit; Robertson's balance is 
$12.00 debit. To correct Floberton's folio: 

a. pick up $23.00, miscellaneous debit $45.00, balance out. 

b. r Ick up $23.00, miscellaneous debit $23.00, correction plus $45.00. 

c. pick up $23.00, correction plus $45.00, balance out. 

d. pick up 123.00, miscellaneous credit $45.00, balance out. 

25.03.02.03 

19. When making error corrections: 

a. correction minus corrects credit error. 

b. correction plus corrects debit error. 

c. correction plus corrects credit error. 

d. none of the above. 
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25>03>02>03 

20. John Sticks charges $12.45 (to the Restaurant) , but when you post to his folio, 
you post the amount as $112.45. But you realize the error before you balance 
the folio. To correct this: 

a. miscellaneous credit $112.45, Restaurant $12.45. 

b. correction minus $112.45, correction plus $12.45. 

c. correction minus $112.45. Restaurant $12.45. 

d. correction minus $112.45, miscellaneous debit $12.45. 

25.03.02.04 

21. Bill Pipe had a $3.50 long distance charge which was posted to the Laundry De- 
partment. You discovered the error before balancing the foiao. To correct the 
error: 

a. correction minus $3.50, correction plus $3.50. 

b. correction minus $3.50, long distance $3.50. 

c. correction minus $3.50, miscellaneous debit $3.50. 

d. miscellaneous credit $3,50, long distance $3.50. 

25.03.02.05 

22. Brad Per no charged his bill when he checked out. In making the transfer 
you pushed the miscellaneous debit key instead of the credit key for $12.00. 
To correct the error: 

a. miscellaneous credit key $12.00, miscellaneous credit $12.00. 

b. correction plus $12.00, miscellaneous key $12.00. 

c. correction minus $12.00, miscellaneous credit $12.00. 

d. correction minus $12.00, correction minus $12.00, 

25.03.02.06 

23. With a balance pick up error: 

a. there is no need to worry as you won't affect any folio totals. 

b. if you discover you made the error the easiest way to correct it is to 
balance the folio and start over. 

c. you always use the correction minus/plus keys to correct tl e error. 

d. no ctepartmentai totals are affected. 
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25.03.02.07 

24. When performing the night audit, you find that Cashier "A" has failed to align 
the statement correctly during one of his postings, resulting in an over-print 
of two trensactions. However, you can't tell which transactions they are be- 
cause of the over-print. To find out what the transactions are: 

a us ins an adding inachine, add up only the total charges on the folio. 

b. you subtract the charges and add the credits which you can ^f|d from the last 
balance pick-up. The difference is the transaction amount (if this figure was 
n<lt over-printed, also) 

c. the vouchers would be the only place to look. 

d. the audit journal tape would be the only place to look. 

25.03.02. 08 

25. You, as desk clerk, post a charge then realize that you have failed to enter 
the old credit balance of $20.00 before the new balance of $2.50 is extended. 
To correct the error according to the book: 

a. balance out folio, pick up balance, correction minus $20.00, extend 
new balance . 

b. correction plus $20.00, correction minus $20.00, space and eject, 
extend new balance. 

c. space and eject, align folio to pick up forgotten balance. $20.00 credit, 

extend new balance. 

d. none of the above. 

25.03.02.09 

26. If the cashier fails to insert the ledger statement, he: 

a. can look on the audit tape or voucher to find what did not show up on 
the folio. 

b. should use the miscellaneous debit or credit keys to correct toe error 
because no totals are affected. 

c. should write in the correct posting so he doesn't goof up the depart- 
mental totals . 

d. can do all of the above. 

25.03.02.10 

27. If the laundry key totals on the "D" worksheet are less than the laundry 
departSBsntal control sheet: 

a. a charge was posted to the laundry key Instead of to the correct department key. 

b. a laundry voucher could have been lost between the laundry department and 
the front desk. 

c. dividing by nine (9) will tell you where the error Is. 

d. there could be a balance pick up error. 

O 
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25>03,02>10 (continued) 

28. Which of the following conditions would not cause the Night Audit to be out of 
balance? 

a . missing folio 

b. shortage of the till (house bank) 

c. errors made while correcting errors 

d. balance pick up errors 

29. What key and what symbol is used on the "D'* report worksheet? 

a. subtotal key anc 'X" symbol 

b. subtotal key and "Z" symbol 

c. total key and "Z" symbol 

d. total key and "X^' symbol 

30. If a total of credits prints on the "D" report worksheet: 

a. the wrong key was used to prepare the worksheet. 

b. you depressed the credit balance key. 

c. it represents the paid and miscellaneous credit department totals. 

d. the "D" report worksheet Is correct. 

25 .03.03.01 

31 . The reason the Night Auditor is the one who posts room and phone charges is that: 

a. it Is easier for him. 

b. he has more time to do it. 

c. the switchboard is usually shut off during this time. 

d. it decreases the chance of errors being made (a phone call being posted 
twice) . 

32. The purpose of depressing the trial balance key when posting room and 
phone charges is: 

a. so the debit balance only will accumulate in the inactive account key. 

b. so the departmental totals will accumulate. 

c. so the total (whether debit or credit) will go into the inactive account 
key, when posting room and phone charges. 

d. so the city ledger total will accumulate in the inactive account key. 

33. The purpose of preparing the room revenue balance sheet is: 

a. so you know how many rooms you sold. 

b. so you can account for the total In the room departmental button. 

c. so the manager knows how many single rooms were rented. 

d. so the manager knows the average revenue each room made. 
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25>03>03.02 

34. Which is not considered to be an inactive account? 

a. holds 

b. guest ledger 

c. complimentary folios 

d. accounts receivable 

35. To record inactive accounts: 

a. when you press the credit balance key, it records automatically. 

b. you cannot use the SnactSve account key directly. 

c. yoM ©ay use the correction plus k^^y and minus keys in order to Include transfers 
fraa_e,nd to the city ledger, 

d. If you use the inactive account key directly, the trial balance key 
does not have to be depressed . 

25.03.03.03 

The following are questions pertaining to the Trial balance "D" report. 

36. The miscellaneous debit and miscellaneous credit: 

a. would never be the same. 

b. could be the equal because of transfers to and from the city ledger . 

c. are always the same amount. 

d. hold only totals of transfers to and from the city ledger. 

37. The amount of transfers to and from the city ledger: 

a. would automatically be included in the inactive account, through the use 
of the trial balance. 

b. usually would be equal. 

c. would be included in the line which subtracts any credit balance. 

d. could enter the inactive account through the use of the trial balance key. 

25.03.03.04 

The following questions pertain only to the Accounts Receivable Section of the 
Dally Report. 

38. The total revenue figure is obtained by: 

a. adding up all the charge key totals. 

b. taking the total debit figures from the "D" report and subtracting the 
miscellaneous credit. 

c. taking the total charges and subtracting the total paids. 

d. taking the total charges and subtracting the total paid outs. 
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25.03.03>04 (continued) 

39. The yesterday's outstanding figure: 

a. consists only of a total of debit balances up to today. 

b. is obtained from yesterday's Dally report total outstanding to d-^te figure. 

c. is obtained from the machine total. 

d. is equal to the balance In the city ledger. 

UO. The outstanding figure: 

a. Is obtained from yesterday's Daily report. 

b. is the same as the total revenue. 

c. Is the balance of tray ledger, credit cards, and accounts receivable. 

d. is obtained by subtracting total paid from total revenue. 

23.03.03,05 

The following questions refer to the statistical section of a Daily report. 
41 . "Total rooms" means: 

a. the total singles and doubles which were rented. 

b. the total rooms planned for the motel. 

c. the total rooms available (does not include out of order rooms) . 

d. a double check against available rooms. 

42. Vacant rooms: 

a. are all rooms without people staying in them including out of order rooms. 

b. are all rooms without people staying in them including complimentary 
rooms . 

c. are rooms without people staying in them, not including out of order rooms 

d. are total rooms less occupied rooms. 

43. !n Payroll % room revenue: 

a. divide the money you paid to your help by the revenue you made from 
room sales . 

b. compares what you made on your rooms and what you paid your employ- 
ees that day. 

c. this % tells you what your net income for the day is. 

d . this figure tells you if you have met your break even point or not. 

44. Inn Payroll: 

a. is total taken in by the motel that day. 

b. amount of money paid to employees that day. 

c. amount only paid to employees of the Front Office. 

d. does Include managers. 
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25.03.03.05 (continued) 

45. Revenue per guest: 

a. divide total guests by the total revenue. 

b. always includes children If they are over 1 2 years old. 

c. divide total revenue by the guests which were registered. 

d. shows how much was made from room sales. 

25.03.03.06 

46. The reference data: 

a . only consists of guest charges . 

b. Is the same as the guest charges minus credits. 

c. does not include paid outs. 

d. Includes what was paid on account today. 

47 . The today's total figures: 

a. consist of yesterday's balance plus today's charges. 

b. consist of only charges and not credits. 

c. consist of everything that happened today, 
d- do not include paid outs. 

48. This month figures: 

a. consist of adding yesterday's total plus today's total. If in the same month. 

b. are an extension of today's totals. 

c. consist of adding yesterday's total plus everything that was charged and 
credited today . 

d . include last months total . 

49. Last month figures: 

a. change day-to-day. 

b. never change from day-to-day. 

c. change only if today is the first day of a new month. 

d. consist of the total last month plus today's total . 

25.03.03.07 

50. To prepare the final "D" report, you use the: 

a. "X" key. 

b. subtotal key. 

c. Inactive account key. 

d. total key. 
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UNIT: THE HAND TRANSCRIPT 



RATIONALE : 

Knowledge of preparing a transcript (manual audit without use of a machine) 
will increase the student '3 eiaployabil ity , as not all hotels/motels operate 
through the use of a machine. Also this will give the student a deeper 
understanding of what the machine does automatically when it prepares a 
"D'* report. 



PREREQUISITES : 
None 



OBJECTIVE : 

Prepare a transcript of given daily transactions . 

Prepare a recapitulation of transcript of given daily transactions. 



RESOURCES : 
Pri nted Materials 

Fron t Office Operation , Haszonics, ITT Educational Services (test and 
workbook) 

Hotel Front Office Management and Operation , Dukas , American Hotel and 
Motel Association 

Practice Set from LAP 25.02,03,07. Al , "Desk Clerk Practice Set" 
Transcript 

GE^JERAL INSTRUCTIONS : 

This unit contains only the Learning Activity Package, 
Complete the LAP and take the Unit tests. 



PERFORMANCE ACTIVITIES : 

.01 Night Auditor Practice Set 



Principal Author(s): D. Fuhrman 
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EVALUATION PROCEDURF. : 

Student must score 90% on the multiple-choice and score with 100% accuracy 
on the unit performance test. 

FOLLOW-THROUGH : 

Begin the first assigned Learning Activity Package. 
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Student: 



File Code: 25:03.01 ,00,A2-2 



Data: 



Date Publithad: 7-1-74 




UNIT/U\P PRETEST: THE HAND TRANSCRIPT/NIGHT 

AUDITOR PRACTICE SET 



1 . When cashing checks, the cashier should: 

a. accept the guest's social security card as the only means of identification. 

b. be sure to establish proper credit identification. 

c. work rapidly because the guest is always in a hurry at check-out time. 

d. accept a post-dated check if the guest provides proper identification. 

2. Mr. A.M. of room 212 is checking out. He asks to have his bill charged to his 
firm's C.L. account. It is verified that the firm will accept the charges. One 
of the accounting procedures required is: 

a. credit transfer to the guest account. 

b. debit transfer to the guest account for the amount of the bill . 

c. credit transfer to the C.L. for the amount of the bill . 

d. all of the above. 

3. A cash disbursement voucher cannot affect 2: 

a. guest folio. 

b. front office cash sheet. 

c. cash sales report. 

d. cashier's deposit envelope. 

4. If a long distance call on a guest folio is incorrectly posted on the transcript 
as a laundry charge, the: 

a. telephone column on transcript will be correct. 

b. transcript will be out of balance. 

c. transcript may still balance. 

d. laundry column will be understated. 

5. The opening balance: 

a. plus today's charges equals the new balance forwarded. 

b. minus today's credits equals the new balance forwarded. 

c. is what you ended with yesterday. 

d. plus today's credits equals the new balance forwarded. 
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What do the transfer sections of the transcript represent? 

a. Transferring of credit accounts from the city ledger to the guest. 

b. Transferring of debit accounts from guest to the city ledger. 

c. Transferring of debit accounts from the city ledger to the guest. 

d. Ad of the above. 

For the credit department, the Night Auditor prepares: 

a. a summary of front office cash receipts and disbursements. 

b. a list of accounts remaining unpaid three days after a bill has been 
rendered to the guest. 

c. a list of all guests who have completed their seventh day in the hotel. 

d. a summary of cash disbursements for guests. 

In the preparation of the transcript, the posting of a charge in the wrong column 
will affect: 

a . the old balance . 

b. departmental totals. 

c. new balance . 

d. all of the above. 

The cash disbursement column of the guest ledger transcript is equal to the: 

a. credit transfer column. 

b. total cash paid out and allowances given to guest accounts. 

c. restaurant cash sales. 

d. total cash paid out on front office cash sheets. 

If a room charge appears on the transcript but not on the room revenue sheet, 
and it is ascertained that the room is occupied: 

a. the guest has skipped. 

b. a guest folio is missing. 

c. it is necessary to put a new rack slip in the room rack. 

d. it is not necessarily any of the above. 

Local phone charges at your hotel are 154:. The transcript is out of balance by 
30<t but arithmetically correct. What would you look for first? 

a. A transposition of figures in the telephone column. 

b. A posting error In the valet or laundry. 

c. An error in the transposition of old balance. 

d. Two phona calls not posted to accounts. 
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12. Th^i total credit to guest account: 



a. may be the total of cash payments, transfers and allowances. 

b. always equals cash payment by the guest. 

c. is recorded on the front office cash sheet. 

d. always includes cash disbursements. 

13. In the Practice Set, city ledger accounts: 

a. appear on the transcript as a control account. 

b. never affect the front office cash sheet. 

c. appear on the transcript as individual charges and credit for each account. 

d. do not appear on transcript. 

14. In case a room is found vacant, but there is still an open account for the quest 
it is possible that: 

a. there is a "sleeper" . 

b. the cashier's sheets will reveal the guest has charged his bill. 

c. the guest has skipped. 

d. all of the above. 

15. A change as applied to the transcript is: 

a. , transferring a balance to the city ledger, 

b. transferring a credit balance to another guest folio within the same ledger. 

c. changing from one room to another, 

d. none of the above. 
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UNIT/LAP PRETEST ANSWER KEY: THE HAND TRANSCRIPT/NIGHT 

AUDITOR PRACTICE SET 



1 . b 

2. a 

3. d 

4. c 

5. c 

6. d 

7. b 

8. b 

9. d 
10. d 
11 . d 

12. a 

13. a 

m. c 

15. b 
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UNIT/LAP POST TEST: THE HAND TRANSCRIPT/NIGHT 

AUDITOR PRACTICE SET 



1 . Mr. A.M. of room 212 is checking out. He asks to have his bill charged to his 
firm's C.L. account. It is verified that the firm will accept the charges. One 
of the accounting procedures required is: 

a. credit transfer to the guest account. 

b. debit transfer to the guest account for the amount of the bill. 

c. credit transfer to the C.L. for the amount of the bill . 

d. all of the above. 

2. A cash disbursement voucher cannot affect a: 

a . guest folio. 

b. front office cash sheet. 

c. cash sales report. 

d. cashier's deposit envelope. 

3. If a long distance call on a guest folio is incorrectly posted on the transcript as 
a laundry charge, the: 

a. telephone column on transcript will be correct. 

b. transcript will be out of balance, 
transcript may still balance. 

d. laundry column will be understated. 

4. During the day, Mr. D.V. in room 201 made a local phone call (15$) and the 
charge was posted to Mr. A.C. in room 202. As a result: 

a. the total phone charges will be understated. 

b. tne transcript can still balance. 

c. Mr, D.V. will be overcharged . 

the new balance brought forward will be overstated. 

5. What do the transfer sections of the transcript represent? 

a. Transferring of credit accounts from the city ledger to the guest. 

b. Transferring of debit accounts from guest to the city ledger. 

c. Transferring of debit accounts from the city ledger to the guest. 

d . All of the above . 
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For the credit department, the Night Auditor prepares: 

a. a summary of front office cash receipts and disbursements. 

b. a list of accounts remaining unpaid three days after a bill has 
been rendered to the guest. 

c. a list of all guests who have completed their seventh day in the hotel. 

d. a summary of cash disbursements for guests. 

in the preparation of the transcript, the posting of a charge in the wrong column 
will affect: 

a. the old balance. 

b. departmental totals. 

c . new balance . 

d. all of the above. 

In auditing the transcript, the total of the "rooms'* column should equal: 

a. the room reservation sheet. 

b. the balance brought forward column. 

c. the room revenue sheet. 

d. none of the above. 

The total of the telephone column is compared with the: 

a. monthly bill submitted by the telephone company. 

b. total of charges recorded on the telephone traffic sheet. 

c. front office cash sheet. 

d. cash disbursement column. 

In auditing the transcript, the total of the ^'balance forwarded" column is proved 

by: 

a. comparing the difference between the old balance and the new balance. 

b. comparing the total of the "total charges" column with the sums of the 
totals of all preceding columns. 

c. taking the difference between the totals of the debit and credit columns. 

d. lt is not necessarily any of the above. 

\f a rcar^f^ charge appears on the transcript, but not on the room revenue sheet, 

and it is ascertained that the room is occupied: 

a. the guest has skipped. 

b. a guest folio is missing. 

c. it is rvecessary to put a new rack slip in the room rack. 

d. it is necessary to mform the auditor immediately. 
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The form of original entry for a "cash advance" to a guest is: 

a. front office cash sheet. 

b. a cash disbursement voucher. 

c. a guest rebate slip. 

d. an allowance voucher. 

The total credit to guest account: 

a. may be the total of cash payments, transfers and allowances. 

b. always equals cash payment by the guest. 

c. is recorded on the front office cash sheet. 

d. alwav:* Includes cash disbursements. 

in case a room is found vacant, but there is stiN an open account for the guest, 

it is possible that: 

a. there is a "sleeper" . 

b. the cashier's sheets will reveal the guest has charged his bill. 

c. the guest has skipped. 

d. all of the above. 

A change as applied to the transcript is: 

a. transferring a balance to the city ledger. 

b. transferring a credit balance to another guest folio within the same ledger. 

c. changing from one room to another. 

d. none of the above. 
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UNIT/LAP POST TEST ANSWER KEY: THE HAND TRANSCRIPT/ 

NIGHT AUDITOR PRACTICE SET 



1 , a 

2. d 

3. c 

4. b 

5. d 

6. b 

7. b 

8. c 

9. b 
10. c 

n . d 

12. b 

13. a 

14. c 

15. b 
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miiig Activity Pa^ckage 

Student: ^ 

Oate; 

PERFORMAiWE ACTiVSTY: Night Auditor Practice Set 



OBJECTIVE: 

Identify the responsibilities of the night auditor and procedures used 
in preparing a hand transcript of daily activities. Given necessary 
information and forms prepare a hand transcript of daily activities « 

EVALUATION PRO CEDURE : 

Complete, score and return to an instructor the ten-item multiple-choice 
test about this LAP. Successful completion is nine out of ten items. 
Prepare a hand transcript of daily activities without error. 



RESOURCES ; 

Front Office Operation , pp, 91-102 and conclusion pp. 104 and 
Hotel Front Office Management and Operation , ppl 68-74, 84-88, 
3d) , 96 (only 5a-5e) . 

Kot5l Practice Set (used previously in rront Desk Procedures) , 

Hotel transcript (from instructor) . 

Workbook, "Front Office Operatior-; , " pp. 51-57. 



PROCEDURE : 

Steps 

1. Read text, Fr ont Of f ice Operation , pages 91-102. Read conclusion 
on page 104. Study the '^Questions for Discussion" on page 105 
except #5. 

2. Using workbook, '^Front Office Operation", read page 51, Next, do 
questions on a separate sheet of paper (you can use the text) . 
Part: l - i-iO; Part II - 1-9; Part III - 1-9; Part IV 1,2,3,4,6. 
Check your answers with the answer sheet from the instructor. 

3. Read pages 84-88 of text. Hotel Office Management and Operation . 

4. Go to the instructor and pick up a Hotel Transcript. Also at this 
time take out ycur Desk Clerk Practice Set which you completed 
earlier in the course, "Front Desk Procedure". 



Principal Author(s): D. Fuhinman 
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5. Using the text, Hotel Front Office Management and Operation , read 
pages 95 rnd 96. Start with second column of page, point 2 on 
"Treatment of Folios Containing Transfers and Change". Read 
3a-3d on page 95 and only 5a-5e on page 96. Do not read anything 
else. 

6. Now, using the transcript, complete the practice set by preparing 
a transcript of your folios. 

7. When you have finished the Recapitulation Section, check your totals 
with the instructor. 

8. Upon successful completion, take and score LAP test 25.03.01.01. on 
"Night Auditor Practice Set". 

9. If unsuccessful, review the LAP materials, if successful go to the 
next unit. 

NOTE: City ledger figure is $7,800 so you have to subtract the 
folios which you know the balance of to get the previous balance of 
less than $7,800. 

Vou will have to split up columns for laundry and valet. Also you 
will have to fill in column for changes. You have to subtotal your 
guest ledger rotals and city ledger totals then add them together for 
a Qrand total. 

Recapitulation Section (sometimes called Summary Transcript) . To 
arrive at the total figures (they must equal) you have to: 

1. Take total charges 

2. Add previous balance (debits) subtract previous day credits 
to get the total 

3. Take total credits 

4. Add closing balance (add debits subtract credits) to get 
total. 

Last of all complete statistj^cal section. 

Statistical Section: 

Room occupied ^ Total number of rooms with guests in them. 

Rooms vacant = Total rooms without guests. 

Percent occupied = Number of rooms occupied 

Total number of rooms available 

Number of guests = Total number of guests (include man, wife and 

children) . 

Rooms occupied + rooms vacant = Total rooms available- 



Fits Coda: 25,03,02>00 

Date PublUhod: 1 1-14-74 
Revised: 4- 1-80 



THE HAND TRANSCRIPT 



OBJECTIVES : 

1 • Prepare a transcript, of daily transcriptions, as is connmonly done in hotel 
and motel operations. 

2, Prepare a recapitulation report of the transcript as is connmonly done in hotel 
and motel operations. 

TASK; 

The student will be given the data and forms necessary to prepare thie transcript. He 
will be asked to prepare the Summary Transcript using the transcript data. 



ASSIGNMENT ; 

1 . Prepare folios. All needed information is found on the following pages. 

2. Transcribe the information from the folios to the Hand Transcript. 

3. Prepare a Summary Transcript. 

CONDITIONS : 

The student will perform the assigned task in the classroom; it does not have to be 
completed in the simulated front office. He may use only those resources provided 
and may not use any reference materials, or receive aid from the instructor or 
other students. 



R ESOURCES ; 
Given data 

Hotel/motel transcript 
Pencil 

Calculator or adding machine 
Summary Transcript 
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On March 23 the following transactions took place: You have 48 rooms total at your 
hotel . 

Polio No. 1854 Mr. and Mrs. John L. Cooper registered and were assigned Rooj 
No 418 During the day the following charges were incurred: Rooms $29.00, 
Local Call 35 cents, Long Distance Call $4.13, Laundry $3.25 and Sales Tax 
83 cents. He called the cashier and asked that the Mr. and Mrs. Charles 
Hoover's bill be charged to his account. 

Folio No 5432 Mr. Clarence Roth, a registered guest assigned to Room 419, had a 
debit balance outstanding of $32.00. During the day the following charges 
were incurred: Rooms $21.00, Long Distance Call $2.58, Cafe $5.69, Sales lax 
61 cents. In addition the front office paid $6.00 for ties that were delivered 
to hts room. He checked out paying U]s full bill. 

Polio No 1983 Mr. and Mrs. Charles Hoover and child registered and were assigned 
Room No 420. During the day the following charges were incurred: Rooms 
$38.00, Local Call $2.10. Laundry $4.25, Sales Tax 92 cents. Later as they 
checked out, they stated that their parents, Mr. and Mrs. John L. Cooper^ 
would pay the bill. The cashier checked and Mr. and Mrs. Charles Hoover s 
folio was credited with the full amount of the bill. 

folio No. 1849 Mr. George Jerome, a registered guest assigned to Room No 421, 
had a debit balance outstanding of $48.00. During the day the following 
charges were made: Rooms $19.00, Local Call 52 cents. Cafe $8.00, Sales Tax 
69 cents. 

Folio No. 2928 Mr. Butch Cassidy registered and was assigned Room No. 422. 
During the day the following charges were Incurred: Rooms $18.00. Local 
Call 85 cents. Laundry $3.33, Sales Tax 69 cents. Later, when he checked 
out. he informed the cashier that his company Ajax. Inc. would pay his bill. 
The clerk checked Mr. Cassidy's identification and credit card, and received 
approval by the accounting office to transfer the total charges to Ajax Inc. 
in the city ledger. 

Folio No 3638 Mr. and Mrs. Ron Smith registered and were assigned to Room 423, 
have'a debit balance outstanding of $52.50. During the day they incurred 
the following charges: Rooms $23.00, Long Distance Call $4.37, L.'iundry 
$5.09, Cafe $14.24, Sales Tax 77 cents. They checked out paying their full 
bill 

Folio No 1913 Mr. and Mrs. Theodore Roberts, registered guests to Room 424, 
have'a debit balance outstanding of $42.22. During the day they incurred 
the following charges: Rooms $29.00. Long Distance Call $^.31. Laundry 
$4 44, Cafe #13.00, Sales Tax 89 cents. In addition the front office paid 
$5.0o'for flowers that were delivered to their room. They checked out 
paying their full bill . 

Folio No. 4242 Mr. and Mrs. F-lmer Jones registered and was >^?,^- 
Durinq the day he incurred the following charges: Rooms $16.00. Local Ca 4b 
cents. Sales Tax 58 cents. He checked out paying his rull b'.ll minus an allowance 
of 25 cents for a disputed local phone charge. 
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Folio No. 2018 Mr, and Mrs. Richard Smith, registered guests assigned to Room 

426. have a debit balance outstanding of $48.32. During the day the following 
charges were incurred: Rooms $32.00, Cafe $10.25, Sales Tax 89 cents. 

Folio No. 4959 Mr. and Mrs. Fred Weber registered and were assigned Room No. 427. 
During the day the following charges were incurred: Rooms $39.41. Local uaii 
43 cent^. sales Tax 79 cents. They checked out paying their fuW bUl. 

Pol to No. 8182 Mr. and Mrs. Henry 0' Toole registered and were assigned Room No. 
427 During the day the following charges were incurred: Rooms $23.00, 
Local Call $1.99. Sales Tax 97 cents. They checked out paying their full bill. 

Folio No 2222 Mr. Albert Green registered and was assigned to Room No. 428, had a 
debit balance outstanding of $23.49. During the day the fol lowing charges wer^ 
incurred: Rooms $14.00, Local Call 67 cents. Laundry $4.05, Cafe $3.99, bales 
Tax 66 cents. He checked out paying his full bill. 

Foiio No. 7362 Mr. and Mrs. David Rich registered and were assigned Room No. 429. 
During the day the following charges were incurred: Rooms $31.00, bales lax 
cents. Later, when they checked out, they informed the cashier that their 
company . Bell and Row, would pay their bill. The clerk checked Mr and Mrs. 
David Rich's identification and credit card, and received approval by the 
accounting office to .trans'fer the" t6tal charges to Bell and Row in the city . 
ledger. 

Polio No. 2020 Mr. and Mrs. Anthony Snow registered and were assigned Room No. 
430. During the day the following charges were incurred: Rooms 5^:2.00, 
Sales Tax 81 cents. 

Folio No. 2123 Mr. and Mrs. Darrell Summer. registered guests assigned Room 

So i31. have a debit balance outstanding of $26.00. During the dav the following 
charges were incurred: Rooms $21.00. Local Call 85 cents. Laundry $3.45. Cafe 
$6.67. Sales Tax 95 cents. They checked out paying their bill m full. 

Folio No. 5555 Mr. and Mrs. James Stormy registered and were assigned to Room No. 

432 During the day the following charges were incurred: Rooms $31.00, bales 
Tax'81 cents. They called the cashier and asked that Mr. and Mrs. Albert 
Spot's biT* Dfc chared to their account. 

Folio No. 1986 Mr. and Mrs. Ralph Schaffer registered and were assigned to Room No. 

433 During the day the following charges were incurred: Rooms $23.00, Local 
Calls 43 cents. Sales Tax 89 cents. They checked out paying their full bill. 

Folio NO. 6767 Mr. and Mrs. Albert Spot registered and were assigned to Room No. 

434 During the day the fo- lowing charges were incurred: Rooms $31.00, bales 
Tax"69 cents. Later, as they checked out, they stated that Mr. and Mrs 
James Stormy would pay the bill. The cashier checked and Mr. and Mrs. Spot s 
folio was credited with the full amount of the bill. 

Folio No 6161 Mr. Dunne Gilberts, a registered guest assigned to Room No. 435, had 
'"''l 'debit balance outstanding of $42.00 during the day the fo owing c arges were 

incurred: Rooms $39.00, Local Call 41 cents, Laundry $6.62. Cafe $2.42, Sales 

Tax 69 cents. He checked out paying his full bill. 
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,lio NO. 7216 Mr. Johnathon Winters registered and was f ^^gned to Room No 436 DuHng 
?hP dav the following charges were incurred: Rooms $25.00, Sales Tax ^4 cents, nr. 
uintlrl informed the front off ice that the A. W. Company would pay his ^i . The 
¥rS^t off ?ce Checked, credited Mr. Winters with the full amount of his bill and 
Sagged th" amount to the A. W. Company in the city ledger. 

.110 No 2123 Mr. and Mrs. Doug Palmer registered and were assigned to Room [lo-^^^ 
During the day the following charges were incurred: Rooms $32.00, Local Calls 65 
cents! Sales Tax 76 cents. They checked out paying their rull bill. 

alio NO. 1819 Mr. James Brown -mistered and was assigned to Room No 43 ^ J 

day the following charges were incurred: Rooms $15.00, baies lax ccml 

checked out paying his full bill, 
olio NO. 2122 Mr. and M.S. Steve Townsend registered guests a^^^ 

fK'a;;er:e^re1niSr^li:"^L°o:r?3?5"o! llfM'us ^2:^3! f^o^g^D^stance Call $5.60. 

Laundry $6.60. Cafe $6.72. Sales Tax 98 cents. 
:ol1o NO. 5253 Mr. To™ Snappy registered and was "^l^ned to Roo. No ^40 During the 

:iVr2 «nrar.frrK; ^l^^^^.^^^^ account. 

disputed Cafe charge. 

Folio NO. 7419 Mr. and Mrs Ken Walz ^^9-*^^^ quests assigned to^^^^^^^^ 

?n?u^;*ed^^^^RSS:s°$r6!ro^^[:iu^5.f $io°i9."care^f5!oS7s:?e% Tax 1.04. They checKed 

out paying their full bill. 

J I. n TAirsc »^onictPrpd and were assigned to Room No. 445. 
^°^^Cng l^rd^J-tS-e^^^l Jnr^hl^gls Te^^lncfrrrd- "ro^.s $li.OO. Long Distance Call 

$8.92, Sales Tax 67 cents. 
Fnlio No 2199 Mr and Mrs. Delbert Patches registered and were assigned to Room No. 446. 

During th^ day the following charges were incurred: Rooms $18.00, Local Call 

41 cents. Sales Tax 72 cents. 

Folio No. 3337 Mr. Roger Tilberg «?istered and was ^fg^SJ^^LocarCal'ls-SU^g. Sa^lsNal:' 
day the following charges were incurred: Jf;^^;™;^,^"^^^,,^^ ' i^any :ould pay his 

'h^lf^'lhe ??on? ?^?e'2 rcrel'^rein-ed SJI^^Ilb r^ ^fthThe full l.Lt of his bill 
charged this amount to the Wooden Co,.pany in the cUy ledger. 
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Folio No 1819 Mr. and Mrs. John Theony registered guests assigned to Room 448, have 
a debit balance outstanding of $55.50. During the day the following charges were 
incurred: Rooms $23.00. Local Call 52 cents» Long Distance Call $5.60. Laundry 
$8 92, Cafe $12.46. Sales Tax 89 cents. They checked out paying their full bill. 
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OVERALL PERFORMANCE: Satisfactory Unsatisfactory 



CRITERJON 
^et Hot Met 



Obiective 1: 






1 . Correctlv enters pr^v/tous dav's balance ri 1 Dmnts^l^ 






2. Correctly enters charges (118 points) • 






3. Correctly enters credits (24 points). 






4. Correctly enters transfers (8 points) • 






5, Correctly enters- changes (4 points). 






6, Correctly entends today's closing balances (10 points). 






7. Correctly totals the columns (15 points). 






Criterion: Confornnance with Instructor's Criterion Key 






Objective 2: 






8, Charges entered correctly (10 points). 






9. Previous day net balance entered correctly (2 points). 






10. Credits entered correctives points^ . 






1 1 , Closinq dav net balances entered correctly (2 oolnts:!^^ 






12. Total amounts eaual (2 opints^. 
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CRITERJON 
Met Not M«t 



13. Correctly completes statistical section (4 points). 






Criterion: Confornrjance with Instructor's Criterion Key 












Student must complete 193/^15 points satisfactorily to 






obtain an overall score of satisfactory. 




























































• 
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DAILY TR 



HAMS 



Mr. Wayne M. Burwick 



"SS" NAME 

418 Mr. & Mrs. John L. Cooper 

419 Mr. Clarence Roth 

420 Mr. 8 Mrs. Char. Hoover 

421 Mr. George Jarome 

422 Mr. Butch Cassidy 


PREVIOUS DAY*S 
BALANCE 

DEBITS CREDITS 

32 00 
48 00 


C 

ROOM TELEPHONE pooD "-^^^^"^ 1 
CHAno=a LOCAL U. D. ^EV. C 

29 00 35 413 3 25 

21 00 258 5 69 

38 00 2 10 4 25 

19 00 52 8 00 

18 00 85 3 33 


423 Mr. & Mrs. Ron Smith 

424 Mr. & Mrs. Theo. Roberts 

425 Mr. & Mrs, Elmer Jones 

426 Mr. & Mrs. Richard Smith 

427 Mr. & Mrs. Fred Weber 


52.50 
42 22 

48 32 


23 00 437 14 24 5 09 
29 00 331 13 00 4 44 
16 00 45 

32 00 . 10 25 
39 41 43 


428 Mr. & Mrs. Henry O'Toole 

429 Mr. Albert Green 

430 Mr. & Mrs. David Rich 

431 Mr. & Mrs. Anthony Snow 

432 Mr. A Mr5. Davvon '^urnnpy 


23 49 

?e on 


23 00 1 99 

14 00 67 3 99 4 05 
31 00 
22 00 

RR fi7 ^ 


433 Mr. & Mrs. James Storniy 

434 Mr. & Mrs. Ralph Schaffer 

435 Mr. & Mrs. Albert Spot 

436 Mr. Duane Gilberts 

437 Mr. John Winters 


42 00 


31 00 

23 00 43 
31 00 

39 00 41 2 42 6 62 

25 on 


438 Mr. & Mrs. Doug Palmer 

439 Mr. James Brown 

440 Mr. & Mrs. Steve Townsend 

441 Mr. Tom Snappy 

442 Mr. & Mrs. Zeb Adams 


15 99 


32 00 65 

15 00 

35 50 2 33 5 60 6 72 6 60 

16 00 

18 00 1 73 


443 Mr. & Mrs. Tex RUter 

444 Mr. & Mrs. Tom Thumb 

445 Mr. & Mrs. Ken Walz 

446 Mr. & Mrs. Beau Tiles 

447 Mr. &Mrs. Delbert Patches 


61 00 


13 00 7 50 

40 00 3 01 4 09 

15 00 35 GO 10 19 

16 00 8 92 

iR nn 41 


448 Mr. Roger Til berg 

449 Mr. & Mrs. John Theony 

ERIC 


55 50 


19 00 1 19 

23 00 52 5 60 12 46 8 92 


447 02 


784 91 16 89 34 51 125 94 64 28 
Cont. on next page 
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DATE Harch 23 



19 



83 
61 
92 

69 
69 



o5t3 ''Efs changes 



45 27 



6 00 



CREDITS 



CASH 
RECEIPTS 



67 88 



ALLOW- 
ANCES 



TRANQ- 

changes 



45 27 



22 87 



TODAY'S CLOSING 
BALANCE 



DEBITS 

8? 83 

- 0 - 

- 0 - 

76 21 



CREDITO 



77 
89 
58 

89 

79 



97 

66 

83 
81 
95 



5 00 



99 97 
97 86 
16 78 

40 63 



25 



• 0 - 

• 0 - 

• 0 - 

91 46 
■ n - 



25 96 
46 86 



58 92 



31 83 



- 0 - 

- 0 - 

- 0 - 

22 81 

- n - 



81 

89 

69 

69 

64 



31 69 



24 32 
91 14 



31 69 



?5 64 



63 50 

- 0 - 

- 0 - 

- 0 - 

- 0 - 



76 
69 
98 

53 
91 



8 92 



33 41 
15 69 



20 64 



0 - 
0 - 

73 72 

25 45 



83 
99 
1 04 
67 

72 



1 00 



46 09 
122 23 



20 33 

- 0 - 

- 0 - 
25 59 

■ . 18 . 13 



77 
89 



25.38 
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20 96 



106 89 



- 0 

- 0 



11 00 8 92 76 96 



915.27 "I 25 101 30 76 96 



501 03 
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DEBITS 



ROOM CH ARGES 
LOCAL TELEPHONE 



LONG DISTANCE TELEPHONE 



FOOD AND BEVERAGES 



LAUNDRY AND VALET 



TELEGRAMS 



TAX 



CIGARS AND NEWS 
MISCELLANEOUS 
GUEST PAID OUTS 



TRANSFERS 



_Changes^ 



TOTAL CHARGES 



(PREVIOUS DAY BALANCE! 

DEBITS 



CREDITS 



nil BALANCE 



TOTAL 



SUMMARY TRANSCRIPT 



784 



16 



91 



34 



125 



89 



51 



CREDITS 



94 



CASH RECEIPTS 



ALLOWANCES 



TRANSFERS 



64 



23 



25 



38 



1 1 



8 



76 



1. 148 



00 



92 



Changes 



447 



.447 



79 



02 



1,595 81 



TOTAL CREDITS 



(CLOSING DAY BALANCE! 

DEBITS 



CREDITS 



NET BALANCE 



TOTAL 



ROOMS OCCUPIED 

ROOMS VACANT 1.6. ■ — 

% OCCUPIED 

NO. OF GUESTS 



915 



27 



101 
76 



25 
30 
9S 



1 .094 



501 



501 
1 ,595 



Si 



78 



03 
81 
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UNIT: BAL;\NCir]G CASHIER TOTALS 



RATION^vLE : 

The ability co locctte errors and correct them by using the correct 
j-^jrocedurtis wil.l enabl--- a \>}i^^ht Auditor to succr^ssf ul iy complete the 
repor ts for nianagiiinon l . 



PI^R TQUISITSS : 

Succecssful completion of "The Hand Transcript" unit test. 



OBJECTIVE : 

Using the correct given procedures and methods, 'adjust errors and 
prepare a "D" report worksheet. 



RESOURCES : 
Printed material: 

NCR Account Folios (Registration Desk Draver) - 
NCR Correction Vouchers (Registration Desk Drawer) . 
NCR Department Vouchers (Registration Desk Drawer) . 
NCR 42 Operators Manual, pages 8-12, 21 and 22. 
Front Office Operation , Haszonics, pages 117 and 118. 

Equipment : 

NCR 42 Acccuiiting Machine (Simulated Front Office) . 



GENERAL INSTRUCTIONS : 

During each activity on error correction, you will be required to 
practice using the NCR 42. If there is only one machine available, 
everyone v/ill have to be scheduled through the instructor. See 
instructor when you start: the TAP to get a time blocked. 



PERFORMANCE ACTIVITIES: 



.01 Locating Errors 
Principal Author(s): D. Fuhrman 
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,02 Correct Account Posting Error 

.03 Correct Amount Posting Error 

.04 Correct. Department Posting Error 

.05 Correct Credit Posting at Checkout 

.06 Correct Balance Pick-up Error 

.07 Correct Ledger-Statement Alignment Error 

.08 Failure to Enter Old Balance 

.09 Failure to Insert Ledger-^S tatement 

.10 Preparing the "D" Report Worksheet 



EVALUATION PROCED URE: 

100% accuracy on all perfomance tests for this unit. 
90% accuracy on all multiple choice tests. 



FOLLOW-THROUGH : 



Stud«flt: 



File Code: 25 . 03 . 02 . 00 . A2-2 



Date: 



Date Published: 7/1 /74 




UNIT PRETEST: BALANCiNG CASHIER TOTALS 



25.03.02.01 

Using the following examples, answer questions 1 and 2. Do the work on a separate 
sheet of paper. 



1 . The decimal was moved: 

a. to the left one place. 

b. to the right one place. 

c. to the right two places. 

d. to the left two places. 

2. The type of error was: 

a. transposition. 

b. single slide. 

c. zero between digits. 

d. double slide. 

Using the following examples, answer question 3. Do the work on a seperate sheet 
of paper. 



PRELIST 



AMOUNT ACTUALLY POSTED 



1U18.30 
148.03 
215.97 

1216.79 
621 . 80 

3512.00 

7233. 89 



216.97 
3512 .00 

621 .00 
1418.30 
1216.79 
1480.30 
8566. 16 



PRELIST 



AMOUNT ACTUALLY POSTED 



30.00 
607. 18 
133.00 
404,00 
13. 30 
70. 1 8 
1257.66 



133. 00 
30.00 
70. 18 
13.30 
4.04 
607. 18 
857.70 
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25.03.02.01 (continued) 
3. The type of error is: 

a. single slide. 

b. zero between digits . 

c. double slide. 

d. transposition. 



Using the following examples, do question 4. Do the work on a seperate sheet of paper. 
PRELIST AMOUNT ACTUALLY POSTED 



T 27. 45 
8i3. 1 6 
' 013. 51 
1 274. 55 
1274. 50 
81 30. 1 6 
12633. 43 



8131 .06 
1274. 55 
127.45 
1274. 50 
8130. 16 
1013. 61 
19951 . 33 



4. The type of error is: 

a. transpositior, . 

b. single slide . 

c. double slide. 

d. zero between digits 



5. Dividing the difference of two totals by nine (9]: 

a. shows you exactly where the error is. 

b. shows you exactly what type of error it is. 

c. gives you a clue as to the location and type of error. 

d. all of the above. 



25.03.02.02 



6. A wrong account posting er ror: 

a. always is detected by the Night Auditor. 

b. usually is found by the cashier. 

c. usually is found by the guest, 
d . al I of the above . 
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25.03.02.02 (continued) 



7. John Williams (Room 132) is charged $13.06 for Restaurant. It should have been 
charged to Jim Williams (Room 1 23) . (John W. balance is $23 . 00; J im W . balance 

is $33 . 00. ) To correct che error on John W's folio: 

a. pick up $23.00, miscellaneous credit $13.06. 

b. pick up $23.00, miscellaneous debit $23.00. 

c. pick up $23.00, correction minus $13,06. 

d. pick up $23.00, miscellaneous credit $23,00, miscellaneous debit $9.94. 

8. Bob Robertson (Room 103) has been credited with an advance payment which 
should have been posted to Bob Roberton of Room 130. The payment amounted 
to $45.00. Roberton's balance is now $23.00 debit; Robertson's balance is 
i12.00 debit. To correct Robertson's folio: 

a. pick up $12.00 debit, correction plus $45.00, balance out. 

b. pic up $1 2 . 00 debit, miscellaneous debit $^4 5. 00, balance out. 

c. pick up $12.00 debit, miscellaneous credit $45.00, balance out. 

d. pick up $12.00 debit, miscellaneous credit $12.00, correction $57.00. 



25.03.02. 03 



9. When making error corrections: 

a. you take off the mistake only, no charges that were posted correctly. 

b. you start with the last correct balance. 

c. you take off only the difference between what you posted and what you 
should have posted. 

d . all of the above . 

10. In preparing the Night Audit, you find the "B" shift clerk has posted a (paid 
key) credit of $43.10 to Bob Stick's account instead of the correction amount 
of $4.31 credit. To correct this: 

a . pick up balance , correction minus $43. 10, paid $4.31. 

b. pick up balance, miscellaneous debit $43 . 10 , paid $4.31. 

c. pick up balance, correction plus $43.10, paid $4.31 . 

d . pick up balance . correction plus $43 . 10 , correction $4. 31 . 



25.03.02.04 

1 1 . John Doe has a $2.75 gift shop charge (miscellaneous debit) . Upon posting, you 
accidentally push the paid out key for $2.75. You discover the error after you 
balanced out the folio. To correct the error: 

a. pick up balance, correction minur, $2.7S, correction plus $2.75. 

b. p^ck up balance, correction minus $2.75, miscellaneous debit $2.75. 

c. pick up balance, miscellaneous credit $2.75, correction plus $2.75. 

d. pick up balance, miscellsneous debit $2.75, miscellaneous credit $2.75, 
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25.03.02.05 

12. A guest with a $10. 00 balance checks cut. The cashier picks up the balance 
correctly but posts $100.00 as a credit. How would you correct this mistake? 
(assuming the clerk balanced out before knowing he made the error) 

a. Correction minus $100.00, correction plus $10.00. 

b. Correction plus $100.00, paid $10.00. 

c. Miscellaneous debit $100.00, paid $10.00. 

d. Correction minus $100.00, $10.00 paid. 

25.03.02.06 

13. The clerk, when posting charges on foMo number 1067, picked up the wrong 
balance of $6.90 credit instead of $6.90 debit. He discovered the mistake immed- 
iately. To correct the error: 

a. balance out, cross out wrong balance, pick up $6.90 debit, continue posting. 

b. space and eject folio, pick up debit balance $6.90, continue posting. 

c. correction plus $6.90; correction plus $6.90, continue posting. 

d. space and eject, cross out wrong balance, balance machine, reinsert folio, 
pick up $6. 90 credit . 

25.03.02.07 

14. The reason you correct an overprint on a folio is: 
a . only for the guest 

b. so the folio will balance out correctly. 

c. because the departmental totals are corrected. 

d. only for the management. 

25.03.02.08 

15. You post a $5.00 long distance charge to room 201 and balance reads $6.00. The 
old balance before the posting was $15.00 debit balance. 

a. Pick up $15.00 balance, correction plus $6.00, extend new balance. 

b. Pick up $6.00 balance, correction plus $15.00, extend balance. 

c. Correction plus $6.00, correction plus $15.00, extend balance. 

d. Pick up $5.00, correction minus $5.00, correction plus $15.00, 
long distance $6.00, extend balance. 
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2 S. 03 > 02. 09 (continued) 

16. Cashier posted charges to room 315; when posting a Laundry charge of $2.75, 
he noticed he fait;ed to insert ledger statement. Assume that you have not 
balanced the machine yet. To correct the error: 

a. correction minus $2.75, insert folio, correction plus $2.75, extend 
the new balance . 

b. correction minus $2.75, insert folio, laundry $2.75, extend balance. 

c. correction minus $2.75, insert folio, miscellaneous debit $2.75, 
extend the balance . 

d. pul! folio out, miscellaneous credit $2 . 75, insert folio, miscellaneous 
debit $2.75, extend the balance. 

25.03.02.10 

17. If you found a $111 3.00 print out on the inactive account key (when preparing the 
worksheet ) : 

a. it would mean that someone used this key in error. 

b. It would let you know that possibly you forgot to clear this total the 
night before . 

c. it would mean that this was the balance of the city ledger. 

d. It would mean that this could be the balance of the guest ledger. 

18. The "D" report worksheet: 

a. is used to check total debits and total credits. 

b. has to be prepared on a '*D" report form. 

c. is used to check cashier postings. 

d. can be used to balance out the till. 

19. Total debits on the "D" report worksheet: 

a. prints zero if debit balance key is depressed. 

b. are printed after depressing the debit balance key. 

c. automatically totals in the inactive account key. 

d. Is the total of all charge departments. 

20. After preparing the "D" report worksheet: 

a. the desk clerk posts room and phone charges. 

b. the Night Auditor checks ledger cards to the room rack for 
sleepers and correct rates. 

c. the Night Auditor clears the machine. 

d. the Night Auditor checks out the till. 
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UNIT PRETEST ANSWER KEY: BALANCING CASHIER TOTALS 



LAP 01 

I . b 

2. b 

3. a 

4. d 

5. d 

LAP 02 

6. c 

7. a 

8. b 

LAP 03 

9. a 

10. c 

LAP 04 

I I . b 

LAP 05 

12. b 

LAP 06 

13. a 

LAP 07 

14. a 

LAP 08 

15. b 

LAP 09 

15. b 

LAP 10 

17. b 
1 8. c 

19. a 

20. b 
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Learoirig Activity Package 



Student: 

Date: _ 



PERFORMANCE ACTJVITV: 



Locating Errors 



OBJECTIVE : 

Identify methods of finding errors given in the NCR 42 Operator's Manual. 
Recoqnize possible errors when given circumstances. Locate and identify 
errors when given specific examples. Given sets of charge and credit 
totals containing errors, locate errors. 



rjATlON PROCEDURE: 



Complete, score and return to an instructor the ten-item multiple- choice 
test about this LAP. Successful completion is nine out of ten items. 
Locate the errors that exist in a set of given charge and credit totals. 



RESOURCES : 



NCR 42 Operator's Manual, pp. 21 and 22. 



PROCEDURE : 



Steps 

1. Read the information on pages 21 and 22 of NCR 42 Operator's Manual. 

2. Now reread everything until you feel you know v/hat transposition is and 
how to recognize it, what single and double slides are and how to place 
a zero between digits. 

3. Now usinrj a pencil and paper, practice locating the errors in the 
foi lowing : 



Transposition 



907 .88 
545. 23 
676. 21 
418 .12 
2,547.44 



907.88 
545. 23 
676. 12 
418. 12 
2, 547 . 35 



(1) Find the error by the correct 
method given. 

(2) List what positions the error 
is in and their difference. 

Zero Between Digits 
616.91 6,106.91 
708.37 708. 37 



1,315.28 



6,815.28 



Principal Authcr(s): D. Fuhrman 
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Single Slide Double Slide 

115.80 115.80 . 309.00 108,99 
30,00 300.00 108.99 717.71 

141.30 141.30 717.71 3.09 



287.10 557.10 3,08 3.08 

1,138.78 832.87 

4. When you feel you understand the material, ask the instructor for 
test 25.03.02,01 on "Locating Errors." 

5. If successful, ask instructor for LAP 25.03.02.02. on "Correct Account 
Posting Error." If unsuccessful, review the LAP material. 

NOTE: Be sure you understand: (1) where to locate the error, 
(2) how to find what type of error it isr (3) which "position" the 
error is in, (4) what difference to look for between positions. 

This is probably the most important part of a night auditor's shift 
because; if you can't find the error, then you have iefeated the 
purpose of the audit. Never disregard the possibil^ y of yourself 
not adding the columns correctly. 

If the vouchers all match, and the totals of the daily accounts 
receivable (net outstanding) doesn't balance with the inactive 
account total (machine balance) , chances are that it is (1) an 
incorrect balance pickup on a folio, (2) charge posted more than 
once, (3) folio is missing. 

When using transposition errors, you can divide the difference by 
(9) nine and this will tell you (1) what positions error is in, 
(2) what difference between numbers in the two positions is. 

Example: 12 21 1 Ist and 2nd position and 

13 13 9 9 difference between figures 

25 34 is 1. 
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LAP TEST: LOCATING ERRORS 



1 . If the machine (inactive account total) on the bottom of the "D" report (the 

balance of all guest folios in the tray) is less than the today's plus yesterday's 
net outstanding total (assume machine balance is incorrect): 

a. one folio was posted twice with the same amount. 

b. possibly a folio is missing. 

c. there is a skipper. 

d. there was a transfer to the city ledger which was transferred twice. 

2. If the today's plus yesterday's net outstanding is less than the machine balance 
(inactive account total) (assume the machine balance is incorrect): 

a. there was a balance pick up error. 

b. possibly a folio is missing. 

c. there was a sleeper. 

d. there was a skipper . 

3. Which error can be found by dividing the difference between two totals by 99? 

a . sing le slide 

b. double slide 

c. zero between digits 

d . all of the above 

4. !f the Jwachine figure is correct, and you still differ from the yesterday plus 
today's totals, it might be that: 

a . a folio is missing . 

b. thore is a batarvse pick up error. 

c. yesterday's total was incorrectly brought forward. 

d. none of the above. 

Using the following examples, answer question 5. Do the work on a separate sheet 
of paper , 



PRE LI ST 



AMOUNTS ACTUALLY POSTED 



109.16 
308. 35 
878 . iiS 
887. 54 
237.45 
327.54 
380. 53 
3129.02 



273.45 
380. 53 

327. sa 

109. 1 6 
887. 54 
878.45 
308.35 
3165.02 
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5. The type of error is: 

a. double slide. 

b. transposition. 

c. zero between digits . 

d . single slide. 

Using the following examples, answer question "6. Do the work on a separate sheet 
of paper . 



6. The decimal was moved: 

a. to the left one place. 

b. to the right one place. 

c. to the right two places. 

d. to the left two places. 

Using the following examples, answer questions 7 and 8. Do the work on a separate 
sheet of paper . 



PRELIST 



AMOUNT ACTUALLY POSTED 



1418.30 
148.03 
21 6.97 

1216.79 
621 .80 

3 612.00 

7233.89 



216.97 
3612.00 

621 .00 
141 8.30 
121 6.79 
1480.30 
8566. 1 6 



PRELIST 



AMOUNT ACTUALLY POSTED 



30.00 
607 . 1 8 
133.00 
404.00 
1 3. 30 
70.18 
1257.66 



133.00 
30.00 
70. 1 8 
1 3.30 
4.04 
607 . 1 S 
857.70 
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7, The type of error is: 

a. single slide. 

b. zero between digits. 

c. double si ide . 

d. transposition. 

8, The decimal was moved: 

a. to the left two places. 

b. to the left one place. 

c. to the right two places. 

d. to the right one place. 

9, One way management can control the forms used during posting is by: 

a. taking a daily reading of the detector counter on the posting machine. 

b. preprinting the forms with consecutive numbers so you can keep a 
record of them . 

c. giving out only ten forms to each clerk. 

d. using only certain types of forms. 

10. Dividing the difference of two totals by nine (9): 

a. shows you exactly where the error is: 

b. shows you exactly what type of error it is . 

c. gives you a clue as to the location and type of error . 
d , at! of the above . 



25.03.02.01 .A2-2 



LAP TEST ANSWER KEY: LOCATING ERRORS 



1 . b 

2. a 

3. b 

4. c 

5. b 

6. b 

7. a 

8. a 

9. b 
10. d 
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OBJECTIVE : 

Identify the characteristics of incorrect posting, use the desired 
procedure for adjusting an error in posting to a wrong account when 
qiv^on examples of errors. Given situations with errors, locate errors 
and make adjustments. 

EV AJ.UATION PROCED-JRE : 

Complete, score and return to an instructor the ten-item multiple-choice 
test about this LAP and the LJ\P entitled: "Correct Amount Posting Error". 
(This LAP will be taken after completing the next LAt' . ) Successful 
completion is nine out of ten items. 



RESOURCES : 

NCR 42 Operators Manual, p. 8, 
NCR 42 Accounting Machine. 
Guest Folios. 

Vouchers (correction and department). 



PROCEDURE : 

Steps 

1. Read page " of NCR. 4 2 Operators Manual on "Wrong Account Posting." 

2. Study pictures of folios (Includes the mistake and after the correction, 
also includes picture of vouchers used.) 

3. Schedule time with instructor so you can practice on the NCR 42 for 
this particular type of error correction. 

4. When you feel you know and understand the material, ask instructor tor 
test 25.03.02.02 on "Corrects Accounc Posting Error." 

5. If unsuccessful, review LAP material. If successful, continue to 
next LAP 25.03.02.03. on "Correct Amount Posting Error." 



Principal Author{s): D. Fuhrman 
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NOTE: This is the only type of error correction in which you will 
use the Misc. Debit and Misc. Credit Keys. The reason you use these 
keys is that there are no other department keys which would qualify 
because the amount and department is correct, it's just that you 
used the wrong folio. (You charged the amount to the v;rong guest.) 

Remember on error corrections you have to remove the complete error 
(but just the error, not any correct changes on Credits) . Also, you 
have to start with the last balance v/hich was printed and continue from 
that point. 



REMEr-tBER: 

A. Misceli^ineous credit corrects debit error and 

B. MiscelianeoQS debit corrects credit error. 

An error of posting to the v/rong account would usually be found when 
the guest with wrong charge checks out, the night auditor would usually 
not find it. (Unless he compared the vouchers to the postings. Some 
properties require this comparison as part of the duties.) 

To correct an error on a posting machine do these five STEPS: 

1. Stop and think what the mistake was. 

2. Pick up the incorrect old balance, if any. (In som3 cases, 
this step would be omitted.) 

3. Remove only the error, (leave anything on which is posted 
correctly) . 

4. Put on the posting as it should have been. 

5. Balance out folio, or continue posting. 
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Leamireg Activity Package 



Oate: 

PERFORMANCE ACTIVITY: Correct Amount Posting Error 



OBJECTIVE : 

Given examples of errors, identify the procedure for adjusting errors in posting 
wrong amounts to the guest folios. Given situations containing errors, locate 
the errors and make adjustments. 



EVALUATION PROCEDURE : 

Complete, score and return to an instructor the ten-item multiple choice test 
about this LAP and the LAP entitled: "Correct Account Posting Error" . Success- 
ful completion is nine out of ten items. Locate and adjust errors for a set of wrong 
amoLints posting to guest folios. 



RESOURCES : 

NCR 42 Operator 's Manual , p. 9. 
t^iCR 42 Accounting Machine. 
Guest Folio . 

Vouchers (correction and department) . 



PROCEDURE : 

Steps 

1 . Read information at top of page 9 in NCR 42 Manual (letter B) . 

2. Study pictures of folios (includes the mistake and the correction of) . 

3 Schedule time with the instructor so you can practice on the NCR 42 for this 
particular type of error correction. 

4 When you feel you know the material and understand what you've done, ask 
the instructor for test 25 . 03 . 02 . 03 .A2 on "Incorrect Amount Posting Error." 
If you don't feel you know the material, review steps 1-3; then if you still 
feel you don't understand, ask the instructor for help. 

5. If unsuccessful, repeat steps 1^4. If successful, proceed to next LAP 
25.03 .02 .04 on "Corrects Department Posting Error 

Principal Authoris): D. Fuhrman 
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NOTE: 

Remember on error corrections: 

1 , You have to start with the last balance printed on the folio and continue from 
th^re. 

2. You have to take off only the mistake, not any other charges or credits which 
are posted correctly. 

3. You take jff the complete e ^or, not the difference between what you posted 
and what you should have posted. 

You have to use the department button twice because you took the complete error 
off by the use of the correction voucher. 

Remember: 

A. Correction minus, corrects debit error . 
8. Correction plus, corrects credit error. 

To correct an error on a Posting Machine do these five steps: 
1 . Stop and think what the mistake was. 

2. Pick up the incorrect old balance, if any. (in some cases, this step would be 
omitted . ) 

3. Remove only the error, (leave anything on which is posted correctly) . 

4. Put on the Posting as it should have been . 

5. Balance out folio, or continue posting. 
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loAP TEST: CORRECT ACCOUNT/AMOUNT POSTING ERROR 



25.03.02.02. 



In correcting a wrong account posting, you use: 

a. the correction plus key only. 

b. the miscellaneous debit and credit keys. 

c. the correction plus and r- lu ^eys. 

d. the miscellaneous debit only. 

h wrong account po:3ting error; 

a . always is detected by iihe Might Auditor - 

b. usually is found by the cashier. 

c . usually is found by the guest . 

d. all of the above. 

John Williams (Room 212) is charged $13-06 for Restaurant. It should 
have been charged to Jim Williams (Room 123) . (John W. balance is 
$23.00; Jim W. balance is $33.00). To correct the error on John Ws 
folio: 

a. pick up $23.00, miscellaneous credit $13.06. 

b. pick up $23.00, miscellaneous debit $23.00. 

c. pick up $23.00r correction minus $13.06. 

d. pick up $23.00, miscellaneous credit $23.00, miscellaneous debit 
$9. 94. 

John Williams (Room 132) is charged $13.06 for Restaurant. It should 
have been charged to Jim Williams (Room 123) . John W. balance is 
$23.00; Jim W. balance is $33.00.) To correct Jim W's folio: 

a. pick up $33.00, correction plus $13.06. 

b- pick up $33-00, $13.06 Restaurant key. 

c. pick up $33.00, miscellaneous debit $13.06. 

d- pick up $33.00, miscellaneous credit $33.00. 

Bob Robertson (Room 103) has been credited with an advance payment 
which should have been posted to Bob Roberton of Room 130. The 
payment amounted to $45.00. Roberton' s balance is now $23.00 debit; 
Robertson's balance is $12.00 debit. To correct Robertson's folio: 

a. pick up $12.00 debit, correction plus $45.00, balance out. 

b. pick up $12.00 debit, miscellaneous debit $45.00, balance out. 

c. pick up $12.00 debit, miscellaneous credit $45.00, balance out. 

d. pick up $12.00 debit, miscellaneous credit $12.00, correction 
plus $57.00. 
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25.03.02.02 (continued) 

6. Bob Robertson (Room 103) has been credited with an advance payment which 
should have been posted to Bob Roberton of Room 130. The payment amounted 
to $45.00. Roberton's balance is now $23.00 debit; Robertson's balance is 
$12.00 debit. To correct Roberton^s folio: 

a. pick up $23.00, miscellaneous debit $45.00, balance out. 

b. pick up $23.00, miscellaneous debit $23.00, correction plus $45.00. 

c. pick up $23.00, correction plus $45.00, balance out. 

d. pick up $23.00, miscellaneous credit $45.00, balance out. 

25.03.02.03 

7. When making error corrections: 

a. you take off the mistake only, no charges that were posted correctly. 

b. you start with the last correct balance. 

c. you take off only the difference between what you posted and what you 
should have posted. 

d . ai I of the above. 

8. John Sticks charges $12.45 (to the Restaurant) , but when you post to his folio you 
post the amount as $112.45. But you realize the error before you balance the folio. 
To correct this: 

a. miscellaneous credit $112.45, Restaurant $12.45. 

b. correction minus $112.45, correction plus $12.45. 

c. correction minus $112.45, Restaurant $12.^:5. 

d. correction minus $112.45, miscellaneous debit $12.45. 

9. Jim Brown charges $13.40 to the laundry. When you post the charge, you ring 
it up as $1 .34. You balance the folio before you realize the mistake. To correct: 

a. correction minus $1 . 34, laundry $1 3 . 40. 

b. pick up balance, miscellaneous credit $1 .34, laundry $13. MO. 
c pick up balance, correction minus $1 .34, laundry $13 -MO. 

d. pick up balance, correction minus $1 .34, miscellaneous debit $13.40. 

10. In preparing the Night Audit, you find the "B" shift clerk has posted a {paid 
key) credit of $43.10 to Bob Sticks' account instead of the correct amount 
of $4.31 credit. To correct this: 

a. pick up balance, correction minus $43.10, paid $4.31. 

b. pick up balance, miscellaneous debit $43.10, paid $4.31 . 

c. pick up balance, correction plus $43.10, paid $4.31. 

d. pick up balance , correction plus $43 . 1 0 . correction minus $4.31. 
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LAP TEST ANSWER KEY: CORRECT ACCOUNT/AMOUNT POSTING ERROR 



LAP 02 

1 . b 

2. c 

3. a 
H. c 

5. b 

6. d 



LAP 03 

7 . a 

8. c 

9. c 
10. c 
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Student: 

Date: — 

PERFORMANCE ACTIVITY: Correct Departiaent Postiiui Error 

OBJECT rrE : 

Given an error in posting the wrong department on a guest folio, 
identify the procedure used to make adjustments. Locate errors and 
make adjustments when given situations containing errors. 

EVALUATIO N P ROCEDUR E: 

complete, score and return to an instructor the ten-item multiple-choice 
test about this LAP and the LAP * s entitled: "Correct Credit Posting Error 
at Check-Out", "Correct Balance Pick-Up Error", "Correct Ledger-Statement 
Alignment Error", and "Failure to Enter Old Balance". 

(The LAP test will be taken after completing the last LAP listed above.) 
Successful completion is nine out of ten items. Correct error in wrong 
department posting in a given set of guest folios. 

RESOURCES : 



NCR 42 Accounting Machine - 
Guest Folios, 

Vouchers (correction and department) . 
NCR 4 2 Operator's Manual, p. 9. 



PROCEDURE .• 

Step s 



4 
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Read information at bottom of page 9 in NCR 42 Operator's Manual 
(letter C) . 

Study pictures of folios (include the mistake and the correction of it). 
Sch(?^dulo time with instructor so you can practice on the NCR 42 
Accounting Machine for this type of error correction. 

The LAP test for chis LAP will be taken after LAP 25.03.02.08 ("Failure 
to Enter Old Balance") . 
5. When you feel you knov; the material and understand the procedure, 
proceed to the next LAP. (see evaluation procedure) 

Principat Author(s): D. Fuhrman 
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NOTE: 

Remember on error corrections: 

1 . You have to start with the last balance printed on the folio and continue from 

there . 

2 . You have to take off only the mistake, not any other charges or credits which 

are posted correctly. 

3 . You take off the complete error, not the difference between what you posted 

and what you should have posted. 

You have posted the right amount but the wrong department, so you have to take i 
(correction key) the wrong department and re-post as though you were starting o 

Remember: 

A. Correction minus, corrects d ebit error . 

B. Correction plus, corrects credit error . 

To correct an error on a Posting Machine do these five steps: 
1 . Stop and think what the mistake was. 

2. Pick up the incorrect old balance, if any. (fn some cases, this step would be 
omitted . ) 

3. Remove only the error, (leave anything on which is posted correctly) . 

4. Put on the Posting as it should have been. 

5. Balance out folio, or conti nue posting . 




OBJECTIVE : 

Given an error in credit posting at check-out, identify the procedure 
used to adjust the error. Given situations containing errors, locate 
the errors and make adjustments. 



EVAL UATION PROCEDURE : 

Compiete, score and return to an instructor the ten-item multiple-choice 
test about this LAP and the LAP ' s entitled: "Correct Department Posting 
Error", "Correct Balance Pick-Up Error", "Correct Ledger-^Statement 
Alignment Error", and "Failure to Enter Old Balance". 

(The LAP test will be taken after completing the last LAP listed above.) 
Successful completion is nine out of ten items. Adjust the errors in 
credit posting for a set of given transactions. 



RESOURCES : 

NCR 42 Accounting Machine. 
Guest Folios. 

Vouchers (correction and department) . 
NCR 42 Operator's Manual, p.lO. 



PROCEDURE : 

Steps 

1. Read information at top of page 10 in NCR 42 Operator's Manual 
{ letter D) . 

2. Study pictures of folios (include the mistake and the correction of it). 

3. Schedule time with instructor so you can practice on the NCR 42 
Accounting Machine for this type of error correction. 

4. The test for this LAP will be taken after LAP 25.03.02.08 ("Failure 
to Enter Old Balance"), (see evaluation procedure) 

5. When you feel you know the material and understand the procedure, 
proceed to the next LAP. 



Principa! Author(s): D. Puhrman 
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NOTE : 

Remember on error corrections: 

1 . You have to start with the last balance printed on the folio and continue from 
there. 

2. You have to take off only the mistake, not any other charges or credits which 
are posted correctly. 

3. You take off the complete error, not the difference between what you posted 
and what you should have posted. 

Remember you have established a credit balance so you have to correct it using 
a correction plus key. 

Remember: 

A. Correction minus, corrects debit error . 

B. Correction plus, corrects credit error 

To correct an error on a Posting Machine do these five steps: 
1 , Stop and think what the mistake was. 

2 . Pick up the incorrect old balance, if any. (In some cases, this step would be 
omitted.) 

3. Remove only the error, (leave anything on which is posted correctly) . 

4. Put on the Posting as it should have been. 

5. Balance out folio, or continue posting. 
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Date Published: 
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PERFORMANCE ACTJVITY: Corrects Balance Pick-Up Error 



OBJECTIVE : 

Identify characteristics of picking up incorrect balances and identify 
desired prucedujie for adjusting given errors- Given situations con- 
taining errors, locate the errors and make adjustments. 

EVALU A TION PROCEDURE : 

Complete, score and return to an instructor the ten-item multiple-choice 
test about this LAP and the LAP's entitled: "Correct Department Posting 
Error", "Correct Credit Posting Error at Check-Out", "Correct Ledger- 
Statement Alignment Error", and "Failure to Enter Old Balance". 

(The LAP test will be taken after completing the last LAP listed above.) 
Successful completion is nine out of ten items. Adjust the errors in a 
given set of situations where balances were incorrectly picked up. 



RESOURCES: 

NCR 4 2 Accounting Machine, 
Guest Folios. 

Vouchers (correction and departjnent) . 
NCR 42 Operator's Manual, p. 10. 

PROCEDURE : 



1. Read information at bottom of page 10 in NCR 42 Operator's Manual 
(letter E) . 

2. Study pictures of folios (include the mistake and the correction of it). 

3. Ss.i'.edule ::ime with instructor so you can practice on the NCR 42 
Accounting Machine for this type of error correction. 

4. The test for this LAP will be taken after LAP 25.03.02,08 ("Failure to 
Enter Old Balance") . (see evaluation procedure) 

5 . When you feel you know the material and understand the procedure, 
proceed to the next LAP. 

Principal Author(s): D, Furhman 
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NOTE: 



Remember on error corrections: 

1. You have to start with the last balance printed on the folio and 
continue from there. 

2. You have to take off only the mistake, not any other charges or 
credits which are posted correctly. 

3. You take off the complete error, not the difference between what you 
posted and what you should have posted. 

Remember : 

A. Correction minus, corrects debit error. 

B. Correction plus, corrects credit error. 

Also, in this type you haven't affected any department totals, so the 
only thing to worry about is that the guest's folio is easy to understand. 
You don't have to balance machine first in order to correct it. If you 
have picked up the wrong balance before posting, just pull out guest folio 
and hit balance key. Then put folio back in and start all over. (No 
totals affected.) 

Another way to correct this situation (so you won't have to explain to 
the guest when the balance pick-up is crossed out) is to: 

1. Use correction minus or plus key and correct it as though it did 
affect department totals. 

The first way is preferred in this course, but you should keep the second 
way in mind. 

To correct an error on a posting machine do these five steps: 

1. Stop and think what the mistake was. 

2. Pick up the incorrect old balance, if any. (In some cases, this 
step v;ould be omitted.) 

3. Remove only the error. (Leave anything on which is posted correctly.) 

4. Put on the posting as it should have been. 

5. Balance out folio, or continue posting. 




OBJECTIVE: 

Identify the purpose of alignment error correction and identify the 
procedure for adjusting given errors in posting with the ledger-statement 
not aligned. Locate errors and make adjustments to given situations 
containing errors . 



EVALUATION PROCEDURE : 

Complete, score and return to an instructor the ten-item multiple-choice 
test about this LAP and the LAP ' s entitled: "Correct Department Posting 
Error", '^Correct Credit Posting Error at Check-Out", ''Correct Balance 
Pick-up Error", and "Failure to Enter Old Balance." 

(The LAP test will be taken after completing the last LAP listed above.) 
Successful completion is nine out of ten items. Adjust a set of given 
errors resulting from incorrect alignment. 



RESOURCES : 

NCR 4 2 Accounting Machine. 
Guest Folios. 

Vouchers (correction and department) . 
NCR 4 2 Operator's Manuals p. 11. 



PROCEDUP^ : 

Steps 

1. Read information at top of page 11 in NCR 42 Operator's Manual 
{ letter F) . 

2. Study pictures of folios (include the mistake and the correction of it), 

3. Schedule time with instructor so you can practice on the NCR 42 
Accounting Machine for this type of error correction. 

4. The test for this LAP will be taken after LAP 25.03.02.08 (''Failure to 
Enter Old Balance") . (see evaluation procedure) 

5. When you feel you know the material and understand the procedure, 
proceed to the next LAP . 

Principal Author (s): D. Furhman 
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Remember on error corrections: 

1. You have to start with the last balance printed on the folio and 
continue from there. 

2. You have to take off only the mistake, not any other charges or 
credits which are posted correctly. 

3. You take off the complete error, not the difference between what 
you posted and what you should have posted. 

Remember you have to re-post the overprinted figures so the guest can 
easily read it. You might have to add up the charges-minus credits to 
the previous balance to know what figure to pick up if the old balance 
is printed. 

To correct an error on a Posting Machine do these five steps: 

1. Stop and think what the mistake was. 

2. Pick up the incorrect old balance, if any. (In some cases, this 
step would be omitted.) 

3. Remove only the error, {leave anything on which is posted correctly) 

4. Put on the posting as it should have been. 

5. Balance out folio, or continue posting. 




Date: 



PERFORiVIANCE ACTIVITY; Failure to Enter Old Balance 



OBJECTIVE : 

Identify the characteristics of failing to pick up the old balance and 
identify the correct procedure used to adjust given errors in failing to 
pick up the old balance on the guest folxo. Given situations containing 
errors , make adjustments to the located errors . 



EVALUATION PROCEDURE : 

Complete, score and return to an instructor the ten-item multiple-choice 
test about this LAP and the LAP's entitled: "Correct Department Posting 
Error", "Correct Credit Posting Error at Check-Out", "Correct Balance 
Pick-Up Error", and "Correct Ledger-Statement Alignment Error". 

Successful completion is nine out of ten items. Adjust a given set of 
transactions that were made without picking up the old balance. 



RESOURCES 

NCR 4 2 Accounting Machine. 
Guest Folios. 

Vouchers (correction and department) . 
NCR 4 2 Operator's Manual, p. 11. 



PROCEDURE ; 

Steps 

1. Read information at the bottom of page 11 in NCR 42 Operator's Manual 
(letters G and H) . 

2. Study pictures of folios (include the mistake and the correction of it). 

3. Schedule time with instructor so you can practice on the NCR 42 
Accounting Machine for this type of error correction. 

4. When \o\i feel you know the material and understand the procedures, ask 
the instructor for the test covering this LAP and the previous four 
LAP'S. 

5. If successful, proceed to the next LAP. If unsuccessful review the 
LAP materials^ 

Principal Author\s): D. Furhman 
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Remember on error corrections: 

1. You have to start with the last balance printed on the folio and 
continue from there. 

2. You have to take off only the mistake, not any other charges or 
credits which are posted correctly. 

3. You take off the complete error, not the difference between what 
you posted and what you should have posted. 

Remember: It makes a difference whether or not you have extended your 
new balance as to which method you use. 

If you have not balanced your folio before you find the error you must 
handle it this way. After reinserting your folio and printing the balance 
(by using the pick-up key) space and eject once for each charge you 
printed, otherwise the new balance will overprint or print above a charge 
you just posted » Remember when you hit the balance or pick-up key, it 
does not space the folio as it does when you hit the charge or credit 
button . 

To correct an error on a posting machine do these five steps: 

1. Stop and think what the mistake was. 

2. Pick up the incorrect old balance, if any. (In some cases, this 
step would be omitted.) 

3- Remove only the error. (Leave anything on which is posted correctly.) 

4. Put on the posting as it should have been. 

5. Balance out folio, or continue posting. 
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LAP TEST: LAPS .04« .05, .06, .07, and ,08 COMBINED 



25>03.02.04 

1 . Bill Pipe had a $3.50 long distance charge which was posted to the laundry depart- 
ment. You discovered the error before balancing the folio. To correct the error: 

a. correction minus $3.50, correction plus $3.50. 

b. correction minus $3.50, long distance $3.50. 

c. correction minus $3.50, miscellaneous debit $3.50. 

d. miscellaneous credit $3. 50, long distance $3 . 50. 

2. John Doe has a $2.75 gift shop charge (miscellaneous debit) . Upon posting, you 
accidentally push the paid out key for $2.75. You discover the error after you 
balanced out the folio. To correct the error: 

a. pick up balance, correction mmus $2.75, correction plus $2.75. 

b. pick up balance, correction minus $2.75, miscellaneous debit $2.75. 

c. pick up balance, miscellaneous credit $2.75, correction plus $2.75. 

d. pick up balance, miscellaneous debit $2.75, miscellaneous credit $2.75. 

25.03.02.05 

3. Brad Ferno charged his bill when he checked out. In making the transfer you 
pushed the miscellaneous debit key instead of the credit key for $12.00, To 
correct the error: 

a. miscellaneous credit key $12.00, miscellaneous credit $12.00. 

b. correction plus $12.00, miscellaneous key $12.00. 

c. correction minus $12,00, miscellaneous credit $12.00. 

d. correction minus $12.00, correction minus $12.00, 

4. A guest with a $10.00 balance checks out. The cashier picks up the balance cor- 
rectly but posts $100.00 as a credit. How would you correct this mistake? 
(assuming the clerk balanced out before knowing he made the error) 

a. correction minus $100.00, correction plus $10,00. 

b. correction plus $100.00, paid $10.00. 

c. miscellaneous debit $100.00, paid $10.00. 

d. correction minus $100.00, $10.00 paid. 
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25.03.02.06 

5. The desk clerk, when posting charges on folio 3297, picked up the wrong balance 
of $10.90 debit instead of $19.00 credit. But before noticing the error, he posted 
2 charges to the foiio and balanced the total which was $3U.50. To correct the 
error: 

a. pick up balance $19.00, correction minus $10.90, correction plus $19.00. 

b. space and eject folio, cross cut wrong pick up, then start over. 

c. pick up balance $34.50, correction minus $10.90, correction minus $-9.00. 

d. pick up debit balance $34.50, correction minus $10.90, pick up correct 
credit balance of $19.00. 

6. The clerk, when posting charges on folio number 1067, picked up the wrong 
balance of $6.90 credit instead of $6.90 debit. He discovered the mistake immed- 
iately. To correct the error: 

a. balance out, cross out wrong balance, pick up $6.90 debit, continue posting. 

b. space and eject folio, pick up debit balance $6.90, continue posting. 

c. correction plus $6.90; correction plus $6.90; continue posting. 

d. space and eject, cross out wrong balance, balance machine, reinsert folio,, 
pick up $6.90 credit. 

25.03.02.07 

7. When performing the night audit, you find that Cashier "A" has failed to align 
the statement correctly during one of his postings, resulting in an over-prin*. 

of two transactions. However, you can*t tell which transactions they are because 
of the over-print. To find out what the transactions are: 

a. using an adding machine, add up only the total charges on the folio, 
b- you subtract the charges and add the credits which you can read Trom 

the last balance pick-up; the difference 1s the transaction amount (If 

this figure was not over-printed, also). 

c. the voucher would be the only place to look. 

d. the audit journal tape would be the only place to look. 

8. You are the desk clerk. You have posted all the charges to room 101 , and printed 
the new balance. You find that you have printed a $10. 00 laundry charge over 

a $2.00 Gift Shop charge. The new balance is $25.00. The balance pick up was 

$13.00. Correct the over-print: 

a. pick up $13.00, correction minus both $10.00 and $2.00. then correction 
plus both $10.00 and $2.00. 

b. pick up $25.00, correction minus $12.00, laundry $10.00, miscellaneous 
debit $2.00. 

c. pick up $25.00, correction minus $12.00, correction 12.00, 

d. pick up $25.00, correction minus both $10.00 and $2.00, laundry $10.00, 
miscellaneous debit $2.00. 
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25.03. 02. 08 

9. Wh«n correcting a failure to enter old balance error, before you balance: 

a. you use the correction plus key if it was a debit. 

b. you have to space the folio after printing the pick up because the machine 
only spaces when it prints charges or credits. 

c. you use the miscellaneous credit key if it was a credit. 

d. you have to prepare a correction voucher. 

10. You post 3 $6.00 long distance charge to room 201 and balance reads $6.00. The 
old balance before the posting was $15.00 debit balance. 

a. Pick up $15.00 balance, correction plus $6.00, extend new balance. 

b. pick up $6.00 balance, correction plus $15.00, extend balance. 

c. correction plus $6.00, correction plus $15.00, extend balance. 

d. pick up $6.00, correction minus $6.00, correction plus $15.00, long 
distance $6.00, extend balance. 
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LAP TEST ANSV/ER KEY; LAPs .04. .05, .06, ,07. .08 COMBINED 



LAP 04 

1 . b 

2. b 

LAP 05 

3. c 

4. b 

LAP 06 

5. c 

6. a 

LAP 07 

7. b 

8. d 

LAP 08 

9. b 
10. b 
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PERFORMANCE ACTIVITY: Failure to Insert Ledger-Statement 



OBJ ECTIVE: 

Identify the characteristics of failing to insert the guest folio in the machine and 
identify the procedure for adjusting given errors in failing to insert the guest folio. 
Given situations containing errors, locate the errors ar^d make adjustments. 

EVALUATION PROCEDURE : 

Complete, score and return to an instructor the ten-item multiple choice test, about 
this LAP and the LAP entitled: "Preparing the "D" Report Worksheet" . (The LAP 
test v;ill be taken after the next LAP.) Successful completion is nine out of ten items. 
Given a set of circumstances where guest folios were not inserted, make adjustments 
to correct them . 



RESOURCES : 

NCR U2 Accounting Machine. 
Guest Folios . 

Voucher's (correction and department) . 
NCR 42 Operator's Manual, p. 12. 

PROCEDURE. 



1 . Read information at the top of page 1 2 in NCR 42 Operator's Manual (tetter I) . 

2. Study pictures of folios (includes the mistake and the correction of it.) 

3. Schedule time with instructor so you can practice on the NCR 42 Accounting 
Machine for this type of error correction. 

4. The test for this LAP will be taken after the next UKP 25.03.02.10 ('"Preparing 
the "D" Report Worksheet") . 

5. When you feel you know the material and understand the procedures, proceed 
to the next La\P . 

Principal Author(s): D. Fuhrman 
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NOTE: 



Remember on error corrections: 

1 . You have to start with the last balance printed on the folio and continue from 
there. 

2, You have to take off only the mistake, not any other charges or credits which 
are posted correctly. 

3, You take off the complete error, not the difference between what you posted 
and. what you should have posted. 

Remember: Everything was posted correctly (amount, department and account) but 
it is not in a folio. You have to correct the department totals of the machine so you 
can do that with just the voucher, not using the folio except to re-post on to the 
folio the second time. 



A. Correction minus, corrects debit error . 

B. Correction plus, corrects credit error . 

If you discovered the failure to insert ledger-statement after you have balanced, then 
you cannot use the same method as the book. You would have to first (without the 
folio being inserted) post the correction minus and then balance the machine. The 
book is assuming your charge is stili on the machine and if you balanced, there is 
only a zero balance and so your correction minus and reprint of charge will come 
out to a zero balance. Then pick up your old balance, insert folio and repeat the 
posting of the charge. 

To correct an error on a posting machine do these five steps: 



1 . Stop and think what the mistake was. 

2. Pick up the incorrect old balance, if any. (In some cases, this step would be 
omitted.) 

3. Remove only the error. (Leave anything on which is posted correctly.) 

4. Put on the posting as it should have been. 

5. Balance out folio, or continue posting . 
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PERFORMANCE AnT}\/ITY! ^^eparing tne "P- Report Worksheet 



OBJECTIVE : 

Identify the purpose; characteristics; and procedures for preparing the 
"D "D" Report Worksheet. Demonstrate the procedure for preparing the "D" 
Report Worksheet. 



EVALUATION PROCEDURE : 

complete/ score and return to an instructor the ten-item multiple-choice 
test about this LAP and the LAP ' s entitled: "Failure to Insert Ledger- 
Statement". Satisfactory completion is nine out of ten items. Demonstrate 
preparation of the "D" Report Worksheet. 



RESOURCES : 

NCR 42 Operator's Manual , PP- 18-20. 
Front Office Operation ^ pp. 117 and 118. 
"D" Report for NCR 42 Accounting Machine. 
NCR 42 Accounting Machine and Adding Machine. 



PF.OCEDURE : 



1. Schedule time with the instructor for you to observe a Night Audit. 

2. Read text, Front Office Operation ; page 117 (starting with "Night 
Audit") to page 118 (ending at last paragraph). 

3. Next read NCR Manual, pages 18 and 19 (ending after paragraph on 
guest statements and ledgers are removed froni the file) . See attached 
"D" Report Worksheet. 

4. Now observe an audit v;ith emphasis on the beginning "D" Report 
Worksheet. If no audit is being run, then consult with your instructor 
as to what to do. If instructor tells you to prepare the complete 
audit, do so, using outline and steps given on pages 18-20 of NCR 
Operator's Manual. 



Principal Author(s): D- Furhiman 
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If you had a chance to observe a shift or after you have audited by 
yourself, repeat steps 2 and 3 until you understand the material. 
If you feel you know the material, complete and score the test 
covering this LAP and U^.P 25.03.02.09. 



NOTE : 

Be sure to audit "checked-out" cards for remaining balances and especially 
balances which are not zeroed. (The clerk could have picked up the wrong 
balance, che guest pays that wrong amounr, tho folio zeroes out but is not 
correct.) The reason you prepared the "D" Worksheet, is so you know that 
everything is right before you start your trial balance. Also, you can 
check to see that no one has used the room or inactive account key in 
error. (They should print zeroes.) You check the departmental totals 
against the vouchers. {The amount you check on the voucher is the written 
amount by the clerk, not what is printed by the machine because the desk 
clerk may have read the written amount incorrectly.) When "reading" or 
subtot:aling the worksheet department totals, the debit or credit just 
prints zero, so after you hit misc. debit, just space and eject and continue 
with misc. credit. After you get the totals, add up the vouchers and extend 
the amounts across to the net totals col^jmn. You cannot make an error 
correction on the "D" report unless that amount has also been corrected on 
the guest Folios. 

There are six conditions which could cause the night audit to be out of 
balance : 

1. Balance pick-up errors. 

2. Missing Folio. 

3. Errors made while correcting errors. 

4. Account posted more than once. 

5. Transpositions, single and double slide, zero between digits. 

6. Account overlooked during audit. 

If there is an amount or room or inactive account, it could mean: 

1. Someone used the buttons by mistake. 

2. Someone posced a room charge.. 

You would have to check the audit tape to find out what happened and correct 
the error before continuing. 

Remember, all you are doing with this report is checking what the cashier's 
have done before you continue with the trial balance. (You want all folios 
and totals to be correct before you take the trial balance.) You are just 
checking vouchers, not totals so you don't total debits or credits on the 
worksheet . 

Most places wil 1 us e a blank piece o f paper o r the back of a folio to 
print on (by the machine) instead of a "D" Report, the cost would be less . 
Here you can do it either way. (see attachment) 
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NIGHT AUDITOR'S MACHINE BALANCE NO. 



Data 





Date Trans. .Symbols 


Nat Totals 


Corrections 


Mach, Totals 




Room 


EB26XR00Htg ■ 










Restaurant 


EB26XRESTR' 




•USB 


""w — UU6 QQX — 




Telephone 


EB 26X PHONED 






— 2ZQ 77X — 




Long Distance 


EB26XL0IST* 






"« — 175 91X — 




Laun. fit Dry Clean 


EB26111NDRYI 






-* — 5MX — 




Mlft<:ellaneous 


EB26X HISC «" 






— 662. 16X — 




Paid Out 


£8 26X ^.OUT( 






-^«r ISM.S^X — 




TOTAL DEBITS 












Mifcellaneoiii Cr. 


EB26XMISC.Cfi 










Paid 


EB26XPA1D^ 






« !i8^2 QQX — 




TOTAL CREDITS 












NET DIFFERENCE 












OPENINO UH. uALANLt 












iftiyA^fyltfyliniM; 

NET OUTSTAMDING 

(Total Accounta Roceivoblel 




























































IMACTiVE ACf OUWT 

OR. BALANCE (Cltv & Trav) 


EB26XC0RR^ 


^ - 




* .OOX 




- CEsscncnrr BALANCE 












jTotal Accountt Receivable) 













DETECTOR COUNTEFi READINGS 
Auditor'i Control 



Mach. Number_ 



Q Date Chonyed 

n Control Totals at Zero 

Q Master Tape Locked 

Q Audit Control Locked 



AUDITOR 



EB 26X 

EB26X RESTR< 
E8 26XPH0NEi 
EB 261 LPi^i 
EB26X LHDRYi 
EB26X mSC 
EB 26X T'Ml 

EB2.6X H1SC.CR 
EB26X PAID ^ 



f>£)9UW 
» r t 



^ it 
« 

4- . 2^^^ 



.OOX 
ili46.00X 
220.72X 
175.91X 
133.5^X 
&52.16X 
16M.35X 



1,842.0QX 
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LAP TEST: FAILURE TO INSERT LEDGER STATEMENT AND 
PREPARING THE "D" REPORT WORKSHEET 



25.03.02.09 

1 . If the cashier fails to insert the ledger statement, he: 

a. can look on the audit tape or voucher to find what did not show up on 
the folio. 

b. should use the miscellaneous debit or credit keys to correct the error 
because no totals are affected. 

c. should write in the correct posting so he doesn't goof up the departmental 

totals. 

d. can do all of the above. 

2. Cashier posted charges to room 315; when posting a Laundry charge of $2.75, 
he noticed he failed to insert the ledger statement. Assume that you have not 
balanced the machine yet. To correct the error: 

a. correction minus $2.75, insert folio, correction plus $2.75, extend the 
new balance. 

b. correction minus $2.75, insert folio, laundry $2.75, extend balance. 

c. correction minus $2.75, insert folio, miscellaneous debit $2.75, extend the 



d. pull folio out, miscellaneous credit $2.75, insert folio, miscellaneous debit 
$2.75, extend the balance. 

25.03.02.10 

3. If the laundry key totals on the "D" worksheet are less than the laundry depart- 
mental control sheet: 

a. a charge was posted to the laundry key instead of to the correct department key. 

b. a laundry voucher could have been lost between the laundry department and 
the front desk . 

c. dividing by nine (9) will tell you where the error is. 

d. there could be a balance pick up error. 



balance . 
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25.03.02.10 (continued) 

4. If you found a $12.00 amount on the room department totals of your worksheet: 

a. this means that one of the other departments were posted wrong. 

b. this means that someone paid in advance as they were checking out early 
the next morning. 

c. this is a posting to a wrong account error. 

d. this means that the cashiers made an error. 

5. If you found a $1113.00 print out on the inactive account key (when preparing the 
worksheet) : 

a. it would mean that someone used this key in error. 

b. it would let you know that possibly you forgot to clear this total the night 
before. 

c. it would mean that this was the balance of the city ledger. 

d . it would mean that this could be the balance of the guest ledger . 

6. ^ The "D" report worksheet: 

a. is used to check total debits and total credits. 

b. has to be prepared on the "D" report form. 

c. is used to check cashier postings. 

d. can be used to balance out the till. 

7. What key and what symbol is used on the "D" report worksheet? 

a. Subtotal key and "X" symbol. 

b. Subtotal key and "Z" symbol. 

c. Total key and "Z" symbol. 

d. Total key and "X" symbol. 

8. Total debits on the "D" report worksheet: 

a. prints zero if debit balance key is depressed. 

b. are printed after depressing the debit balance key. 

c. automatically total in the inactive account key. 

d. is the total of ail charge departments. 
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25. 03. 02. 10 (continued) 

9, if a total of credits prints on the "D" report worksheet: 

a. the wrong key was used to prepare the worksheet. 

b. you depressed the credit balance key. 

c. it represents the paid and miscellaneous credit department keys. 

d. the "D" report worksheet is correct. 

10. The corrections column of the "D'* report worksheet: 

a. is used only for corrections the cashiers made during their shift. 

b. is used only for corrections the Night Auditor makes. 

c. is used to adjust the machine total to equal the proper amount. 

d. shouldn't bo totaled manually. 
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LAP TEST ANSWER KEY: FAILURE TO INSERT LEDGER STATEMENT AND 

PREPARING THE "D" REPORT WORKSHEET 



LAP 09 

1 . a 
2. b 



LAP 10 

3. b 

4. d 

5. b 

6. c 

7. a 

8. a 

9. a 
10. c 
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UNIT POST TEST: BALANCING CASHIER TOTALS 



25.03.02.Q1 

1 . One source to look at if you wanted to find out what error corrections were 
made is the: 

a. indicator window. 

b. audit tape. 

c. departmental voucher files. 

d. departmental control sheet. 

Using the following examples, answer question 2. Do the work on a separate sheet 



2. The difference between the error position is: 

a. 3. 

b. n. 

c. 36. 

d. 1. 

Using the following ex^ples, answer question -3. Do the work on a separate sheet of 



of paper. 



PRE LI ST 



AMOUNTS ACTUALLY POSTED 



109. 1 6 
?D8.35 
'378. 45 
887. 54 
237. 45 
327.54 
380. 53 
3129.02 



273.45 
380.53 
327.54 
109. 16 
887.54 
878.45 
308.35 
3165.02 



papor . 



PRELIST 



AiV.OUNTS ACTUALLY POSTED 



1418.30 
148.03 
21 5. 97 

1215.79 
621 . 80 

3612.00 

7233. 89 



216.97 
3612.00 

621 .00 
1418.30 
1216.79 
1480.30 
8566.16 
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25 .03. 02. 01 (continued) 
3. The type of error was: 

a. transposition. 

b. single slide. 

c. zero between digits. 

d. double slide. 

Using the following examples, do questions 4 and 5. Do the work on a separate sheet 
of paper . 



4. The type of error is: 

a. transposition. 

b. single slide. 

c. double slide. 

d. zero between digits . 

5. The position of the error is: 

a . 1st. 

b. 3rd and 4th. 

c. 1st and 2nd. 

d. 2nd and 3rd. 

25.03.02.02 

6. A wrong account posting error: 

a. does not affect the transcript individual guest account totals. 

b. affects the transcript totals. 

c. does not affect the departmental totals. 

d. is the easiest to correct . 



PRELIST 



AMOUNT ACTUALLY POSTED 



127.45 
81 3 . 1 6 
1013. 61 
1274. 55 
1274. 50 
8130 - 1 6 
12633.43 



8131 .06 
1274. 55 
127.45 
1274.50 
8130.16 
1013.61 
19951 .33 
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25.03.02.02 (continued) 

7. Bob Robertson (Room 103) has been credited with an advance payment which 
should have been posted to Bob Roberton of Room 130. The payment amounted 
to $45.00. Roberton's balance is now $23.00 debit; Robertson's balance is 
$12.00 debit. To correct Robertson*s folio: 

a. pick up $12.00 debit, correction plus $45.00, balance out. 

b. pick up $12.00 debit, miscellaneous debit $45.00, balance out. 

c. pick up $12.00 debit, miscellaneous credit $45.00, balance out. 

d. pick up $12.00 debit, miscellaneous credit $12.00, correction plus $57.00. 

8. Bob Robertson (Room 103) has been credited with an advance payment which 
should have been posted to Bob Roberton of Room 130. The payment amounted 
to $45.00. Roberton's balance is now $23.00 debit; Robertson's balance is 
$12.00 debit. To correct Roberton's folio: 

a. pick up $23.00, miscellaneous debit $45.00, balance out. 

picK up $23 .00, miscellaneous debit $23.00, correction plus $45. 00. 

c. pick up $23.00, correction plus $45.00, balance out. 

d. pick up $23.00, miscellaneous credit $45.00, balance out. 

25.03.02.02 

9. When making error corrections: 

a. correction minus corrects credit error. 

b. correction plus corrects debit error. 

c. correction plus corrects credit error. 

d. none of the above. 

10. John Sticks charges $12. 45 (to the Restaurant) , but when you post to his folio, 
you post the amount as $112.45. But you realize the error before you balance 
the folio. To correct this: 

a. mijicellaneous credit $112.45, Restaurant $12.45. 

b. correction minus $112.45, correction plus $12.4F. 

c. correction minus $112.45, Restaurant $12.45. 

d. correction minus $112.45, miscellaneous debit $12.45. 

25.03.02.04 

11 . John Doe has a $2. ?5 gift shop charge (miscellaneous debit) . Upon posting, you 
accidentally push the paid out key for $2.75. You discover the error after you 
balanced out ths folio. To correct the error: 

Dick up balance, correction minus '>2.7.5, correction plus $2.75. 

b. p^ck up b^Kince, correction minus $2.75, miscellaneous debit $2.75. 

c. pick up baldoce. r-jscellaneous credit $2.75, correction plus $2.75. 

d. pick up balance, miscellaneous debit $2.75, miscellaneous credit $2.75. 



EKLC 



Page ^ 



25.03.02. 00. B2-2 



25.03.02.05 

12. A guest with a $10.00 balance checks out. The cashier picks up the balance 
correctly but posts $100.00 as a credit. How would you correct this mistake? 
(assuming the clerk balanced out before knowing he had made the error) 

a. correction minus $100.00, correction plus $10.00. 

b. correction plus $100.00, paid $10.00. 

c. miscellaneous debit $100.00, paid $10.00. 

d. correction minus $100. 00 , $10.00 paid. 

25.03.02.06 

13. With a balance pick up error: 

a. there is no need to worry as you won*t affect any folio totals. 

b. if you discover you made the error the easiest way to correct it is to 
balance the folio and start over. 

c. you can always use the correction minus/plus keys to correct the error. 

d. no departmen^.al totals are affected. 

25.03.02.07 

1^. The reason you correct an overprint on a folio is: 
a . only for the guest . 

b. so the folio will balance out correctly. 

c. because the departmantal totals are corrected. 

d. only for the management. 

25.03.02.08 

15. You, as desk clerk, post a charge then realize that you have failed to enter the 
old credit balance of $20.00 before the new balance of $2.50 is extended. To 
correct the error according to the book: 

a. balance out folio, pick up balance, correction minus $20.00, extend 
new balance . 

b. correction plus $20.00, correction minus $20.00, space and eject, 
extend new balance. 

c. space and eject, align folio to pick up forgotten balance, $20.00 credit, 
extend new balance. 

d. none of the above. 
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25.03.02.09 

16. The cashier posted $12.00 paid but failed to insert the ledger statement. He 
didn't notice the mistake until after he had balanced out. To correct: 

a. correction minus, insert folio, paid $12.00, extend balance. 

b. pick up balance, correction plus, insert folio, paid $12.00, 
extend balance- 

c. pick up balance, correction minus , insert folio, paid $12.00, 
extend balance. 

d. correction plus, insert folio, paid $12.00, extend balance. 
25.03.02.10 

17. If the restaurant department totals on the *'D" report worksheet are more than 
the restaurant departmental control sheet totals: 

a. you should divide by nine (9) to see if there was an error in transposing 
of numbers from voucher to folio. 

b. a restaurant voucher could have been lost between the restaurant and the 
front desk . 

c. there could be a balance pick up error. 

d. a charge was posted to the laundry key instead of the restaurant key, 

1 8. Which of the fol lowing conditions would not cause the Night Auditor to be out of 
balance? 

a. Missing folio. 

b. Shortage of the till (house bank) . 

c. Errors made while correcting errors. 

d. Balance pick up errors. 

19. What key and what symbol is used on the "D" report worksheet? 

a. Subtotal key and "X" symbol. 

b. Subtotal key and "Z" symbol. 

c. Total key and "Z" symbol. 

d. Total key and "X" symbol. 

20. After preparing the "D" report worksheet: 
the desk clerk posts room and phone charges, 

the Night Auditor checks ledger cards to the room rack for sleepers 
and correct rate, 

the Night Auditor clears the machine, 
the Night Auditor checks out the till. 




a . 
b. 

c. 
d. 
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UNIT POST TEST ANSWER KEY: BALANCING CASHIER TOTALS 



LAP 01 

I . b 

2. b 

3. b 

4. d 

5. c 

LAP 02 

6. c 

7. b 

8. d 

LAP 03 

9. c 

10. c 

LAP 04 

II . b 

LAP 05 

12. b 

LAP 06 

13. d 

LAP 07 

m. a 

LAP 08 

15. d 

LAP 09 

16. b 

LAP 10 

17. a 

18. b 

19. a 

20. b 
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r.NlC: Pi<!::PARlNG TilE NIGHT AUL^IT 



■::e dbiii.uy to perform r.he iiigh-;: au.dit by using the correct procedures 
• • •■ v;ill the student to perforro. successfully on the job, 

1 . i 1 1 ^i. II o r o ij V nu 1 i : : t.ri 1 n )i 1 s eii ip 1 c y iTie n t . 

' kE RJr J jjCISIT ES : 

^.lccessful completion of the unit post test for 25.03.02, "Balancing 
'.=ii.h: :r Totals" . 



OBJEC TIVE : 

Prepare a night audit using the correct forms and procedures as outlined 
xn the LA? ' s . 



RESOURCES : 

Printed Materials 

:!CR 42 Accounting Machine and Forms (vouchers, etc.)- 
r]CR 4 2 Operator's Manual. 

Fro nt Office Manaqeiaent and Operation , Dukas , vm\. C. Brown Co. 
Two Desk Clerk shifts prepared prior to the audit. 
Ho-cel/Motel Daily Report forms. 

Equipment 

Siiriul'ited yront Office 



GENERAL INSTRUCTIONS : 

You must have two Desk Clerk shifts on the machine prior to auditing. 
Ther^-j can be perfonr.ed by otner students, the instructor, or in extreme 
.-jases, yourself. You may use the records of previous audits for studying 
(ask ir^s true tor) . 



Principal Author($/: '^v. Fuhrman 
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UNIT PRETEST: PREPARING THE NIGHT AUDIT 



1 . The purpose of depressing the trial balance key when posting room and phone 

cii£»rge5 is: 

a. so the debit balance only will accumulate in the inactive account key. 

b. so the departmental totals will accumulate. 

c. so the total (whether debit or credit) will go into the inactive account 
key, when posting room and phone charges. 

d. 50 the city ledger total will accumulate in the inactive account key. 

2, You post room and phone charges: 

a. immediately when you come on shift. 

b. only after checking and correcting the cashier shift. 

c. last, after everything else is done. 

d. when you feel all calls have been made, and all guests are registered 
and in their rooms . 

3. The purpose of posting room and phone charges at the same time is: 

a . to decrease the chance of the Night Auditor forgetting to post one of the 
phone charges. 

b. because by this time no other calls should be made. 

c . because the phone charge key will not operate without the room key 
being depressed . 

d. because this is what management insists on. 



2:3.03.03.02 



To record inactive accounts: 



a . 



when you press the credit balance key, it records automatically, 
you cannot use the inactive account key directly. 

you f«ay use the correction plus key and minus keys in order to Include 
transfers from and to the city ledger. 

if you use the inactive account key directly, the trial balance key does 
not have to be depressed . 



Page 2 



25.03.03.00.A2-2 



25. 0:^.03.02 (continued) 

5. The purpose of putting the balances into the inactive account key is: 

J that is the way management wants the machine to be operated. 

b. there is no other way to check to see if your report is accurate. 

c. so the machine will Keep this figure for the next day's shifts. 

d. 50 you can get a print out on the "D'' report of everything that is owed to you. 

J 5. 03. 03. 03 

MOTE: The following are questions pertaining to the: Trail Balance "D" Report. 
() The i reactive account figure: 

i holds only the trial balance figures. 
L holds only the city ledger figure. 

hulds i:ray U^dger balances also, 
d. holds city ledger credit balances also. 

7. The toLal debits and total credits line: 

a. would be printed by the machine. 

b. would print as zeros by the machine. 

c. has to be totalled and entered, 
equals the net outstanding. 

25. 03.03.04 

NOTE: The following questions pertain only to the Accounts Receivable Section of 
the Daily Report. 

3. The total revenue figure is obtained by: 
a adding up all the charge key totals. 

b. taking the tola! debit figure from the ''D'* report and subtracting the 

miscellaneous credits, 
c- taking the total charges and subtracting the total paids. 

d. taking the total charges and subtracting the total paid outs. 

9. if you find credit balances in the tray ledger: 

a. this means you added wrong. 

b. this credit balance should equal the paid figure. 

c. you do not include this in the tov.al tray ledger balance. 

d. you must note this figure next to the box where you enter the tray ledger 
balance- 
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25.03.03.04 



10. The Act. Dep. section shows: 



a. the money you should have had in the till. 

b. equal to the less paid figure. 

c. the money you actually had, even if it is short or long. 

d. all money received less advance payments. 

25.03.03.05 

NOTE; The following questions refer to the statistical section of a Daily Report. 

11. To obtain revenue per room, you: 

cj. divide revenue by total rooms available. 

b. divide revenue, loss paid, by rooms occupied. 

c. divide revenue by rooms occupied (double and single) . 

d. divide revenue I., rooms occupied and complimentary figure . 

12. To obtain p^'-cent occupancy, you: 

.a divide total available rooms by the singles and doubles occupied. 

b. divide rooms occupied (plus complimentary) by the available rooms. 

c. divide total rooms occupied by the total available rooms. 

d. divide total rooms by total occupied, this includes complimentary. 

13. Room guests includes: 

a. total guests in rooms (always includes children). 

b. children, only if they are charged, 

c. does not include children, even if they are charged. 

d. total guests in rooms (never includes children). 

1 4. Out of Oi der • 

a. this figure does not affect the percent occupancy figure. 

b. this figure always includes only those rooms which are out of order. 

c. used by some managers to increase their occupancy present. 

d. this figure affects the revenue per room figure. 

15. Rooms occupied (singles and doubles): 

a. the same as available rooms. 

b. complimentary rooms are not included in this figure. 

c. the same as total rooms. 

d. complir.ientary rooms are included in this figure. 



c 
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2 5.03.03, 06 

16, Year to date figure: 

a, is all charges so far this year. 

b. is always the same figure. 

c is the sa.Tte as this montf plus last month totais. 

d . add today's year to date plus yeste^-day's total. 

! 7 Last }^ear to date figure: 

a. changes on December 30 of each year. 

b. add yesterday's year to date figure plus today's charges, 
c found by looking at last year's Daily Report form. 

vj. yesterday's figure plus todays charges minus today's credits. 

\H. Lri_s_£ month figure: 



a. would change on December 30. 

b. would change on April 30. 

c. would change on May 1 . 

d. would change on January 2. 

19. The revenue per room figure in Last Months column: 

a. will always ^cay the same, unless the month changes. 

b. will increase each time. 

c. consists of today's total plus yesterday's last month figure. 

d. has no significance on a Daily Report. 

25.03.03.07 

20. On the final ^'D'* report: 

a. don't print the corrections, this is only on the first "D" Report. 

b. is proof that this was the last operation on the machine. 

c. there arv^ .-.o handwritten figures, just machine prints. 

d . there is no^' proof that this was the last operation on the machine, 
for that day . 
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UNIT PRETEST ANSWER KEY: PREPARING THE NIGHT AUDIT 



AP Oi 



1 . a 

2 b 
J . a 

LAP 02 

4. C 

5 d 
LAP_03 
5 J 

7 . b 

LAP jOU 

8. b 

9. d 
i 0 . c 

LAP 05 

11. c 

12 c 

13. b 

! U . c 

I u 

LAP 06 

16. a 

17. b 

18. c 
■|9. a 

LAP 07 

20. b 
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!••• .f;:=0;^.MAiViCE ACTlViTY: F^o^tir^g Ruo ?n cjnc! Pho.^e Charges 



iJ«:niify the pose arid procedures ror postiritj ^'oom and telephone charges to the 
■ j 1 j . ^ '.t t «.) i i 

1 • ■ :j ' M iON ^^ROCEDURE: 



. 'c, :i<:o. e jfKi reium to an irisu uctor the ten-item multiple choice test about 
ir;i.> LAP and the LAPs entitled: "Handling I nacti ve Account;," , "Trial Balance "D" 

. .■,>,urf', and '^Balancing Daily Report Accour^ts Receivable" . 

i fhts LAP test will be taken after completing the !ast LAP listed at)Ove.) Success- 
iu! conipletion nine ut of ten items. 

SOUR CES : 

Front Office Operation , pp . 118 and 1 1 9 < 
NCR 42 Accounting Machine. 
NCR 42 Guest Folios (Simulated Front Office) . 
iNCR U2 Operator's Manual, p. 19^ 



PROr EDURE. 



Steps 

1 Read pages 118 (start with paragraph after point #13) to page 119 (stop after 

step f?81 of text. Front Office Operation . 
7 Hsinrj NCR 42 Operator's Manuah read page 19. (Start with 3rd paragraph on 

left side of page and read through step H) . Stop at the picture of NCR 42 Keys. 

3. Sol up appointnent v/ith instructor to observe a night :^udit. (Only observe 
up to this poiiU) . If no audit available, set time with instructor to practice 
posting rooms and phone charges. Also study a Room Revenue Balance Sheet. 
{See Attachment] . 

4. The lest tor this LAP will bo taken after LAP 25.03.03.04 ("Balancing Daily 
Report Accounts Receivable") 

Principal Author(s): D. Fuhrman 
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vrnen you feel you understand the why aiid how o.'' posting rooms and 
phorie charges, proceed to the next LAP. 



purpose of posting rooms and phone cV.arges at this time is that: 

i. . all people should be checked in (except for 1 or 2 late comers) so 
vou will know how many rooms. 

2 there should not be too many calls after this hour. 

if the night auditor is the only one to poi t these charges, it 
decreases the chance of them beino posted twice. 

4. jt nnis time the trial balance key is depressed so that after each 
folio IS posted (N/A uses all folios to post a room charge) the 
::.otal will go into the inactive account key and accumulate the 
^otcil of all folios wich a debit balance in the tray ledger. The 
;jredit balance folios Ghould be pulled as you will need them later 
on * 

•fhe purpose of preparing the room revenue balance sheet while you are 
postJng room and phone charges is tha - you will be able to check your 
totc^ls which are in the room key to see if there was any mistake made 
I Ltai.sposit ion error) . 

Thu purpose of posting room and phw.L charges at the same time is: 

] . r.here is less chance of overlooking a charge because when you post 
a room charge , you check that room number on the phone to see if 
tinere are any charges ^ 
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i. 



Date Published: . 



..... ...... ... 1. y 



Studont: 



i..:,:: ac.iye riccouiiis and the proceciurc 'J'3Ld to process them during the night 



L.-.iv.pfete, scof e and return to an instructor the ten-item multiple choice test about 
/ ' .': r.P the LAPs entitled: "Pn3ting Room and Phone Charges", "Trial Balance 
'U" F<t:port\ and "Balancing Daily Report Accounts Receivable". 

ir:-!:. LAP tr-s: will be taken after completing the iast LAP listed .above.) Successful 
Ljumptchon is nine out of ten items. 



i<dSOURCeS- 



F rone Office Operation , pp . 119, 123 and 1 2^ . 

'■!C.R ';2 Accounting Folios (Simulated FroiU Office Shift) . 

,u...K Account Machine. 

ri',R -2 tOperator-'s Manual, p. 19- 

Sleps 



;^:au it:xt. Front O ffice Q pera^io^n. page 119 (start after #8J and read to the 
part vvhich states "after The repor't is balanced. . ." . Also read nages 123 and 



J wcDd NCR ^2 Operator's .VianuaL page 19 (start under oicture of keys - right 

side of pagej and read to part entitled "Final Report." 
.'3 Schedule time with instructor to observe a night audit . If no audit available, 

practice with the machine yourself (using the manual as a guide) . 

The tes^- for this LAP will be taken after l^^.P 25.03.03.04 ("Balancing Daily 

Pf. v'.'-f AccoMnts Receiva^:lel . 
L). v-;l\en you feel you know the material, proceed 10 the nexc LAP. 



i'ir.ciprii Au^hor{3): D. Fuhrman 
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NOTE : 

rut in the TOTAL balances of inactive accounts. If there are any credit 
Dalax:ces (only if a person checked out and you discover an eiror so you 
gave "nxra credit) , then you ir.ust subtract them f roia the total debit 
a.r.ount in the inactive account. Also on the Daily Report you should 
list this credit ajr^ount. 

.•r:v. r.hougi: the guest ledger balance is entered into the inactive 
..-.recount key, it is not considered to be an inactive account. Inactive 
.'■ccounts, or accounts which are not used e-.very day, include: 

1. skippers. 

2. delinquent accounts . 

3. holds. 

4- complinientary folios. 
V. acr:ounts receivables. 

To place the balances into the inactive account key you may: 

1. use the correction plus key and correction minus key to record the 
transfers to and from the ledgers. If your balance is a debit, it 
will accumulate in the inactive account key. If it is a credit you 
h.ust subtract it manually off the "D" Report- 
. you may hit the amount and depress the inactive account key directly 
The disadvantage of this method is there is no individual recording 
on rhe audit journal. (Remember that you must have the trial 
balance key depressed at this time.) 

The purpose of placing these balances into the inactive account key is 
5o you will have a print out of every ting that is owed to you today (not 
■ncludinq credit balances in the guest ledger). 
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1 Data Published: 1/12/76 



3cir. 

"::*Orif»/;AAJC-i AOTlV/rrV: Trici! t^.^iianco "D" Ror:or: 

i.^en'iry prc^':edL! ru for Ljoiripleting and balcncirv:] all sections of the NCR "D" Report. 
L- ;.':;u.r:Si.rdte proc-adure for preparing a Trial Baia' ico "D" Report, given the correct 

r ..rr.Jv-e, score and return to an instructor the ten-item rnuUipie choice test about 
^!s lj\P and the LAPs entitled: "Posting Room and Phone Charges" , "Handling 
;r.:i.;.Uve Accounts" , and "Balancing Daily Report Accounts Receivable". 

i i his i,AP test is taken after completing the; last LAP listed above.) Successful 

-• inpitition is n out or ten items. DemonsU'ate preparation of a Trial Balance "!>" 



:<ESOURCES. 



iM.K Opera ^r's ^V^nuaL p. 20. 
■-iCi< 41 ''D' F^epot . . (See attachment or registration desk drawer.) 
.i*j< ^-2 f^i'ghi Audir. Sl^Jft (simulated) . 



* R::ac\ p.agc-* 20 of NCR M2 Operator's Manual, and study the (5) six points, 
Cener&l Hotes Section. 

Scheaule time vvitfi irislrtictor to observe a Night Audit. If none is available, 

aciice an audit; have ifistructur st't up a niachine. 
'>-'jdy attachea "D" Report 
U, Using a "D" Report, from registration desk drawer, complete the report w»th 
the information given in the notes. 

The test for this i^P will be taken after the next LAP 25.03.03.04 ("Balancing 
/ Rop'jr't Accounts F-iecei . able'' ) . 
0. V/!>3n you feel you knov/ the information, p."oceed to the next LAP. 
rrjyJ<Hsl Authof{c); 



EKLC 



.-iS.OB.Oa.OB. A2-0 



report you h-alance it: If it does not. balance you cannot continue 
\:iti\ t'ne audit until it does. Reiiien'iber chat i? you depress your debit 
or credit balance keys during the audit, it will only print zeros. 

Remember that you cannot show the error correctior; on tihe "D" Report 
iintil it has been corrected on the folios « 

[L the *'D" Report depar trnt-?ntal ^or.aJs do not equal at this time than you 
made the error ^ not the cashieir. 

In inofTt ca.ses it will be a pick up error if the report does not balance 
at 'iihis time. 

. ■^:heck th^ inactive account totals physically go through and add up 
':vir:r-/ account m the tray ledger and Lh-: city ledger (holds, accounts 
roc;? ivable, credit cards, skipper, etc). If they do not match something 
is wrong. (A folio was transferred incorretly, or not at all, a folio 
could be lost, etc.) 
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MiGHT AUDITOR'S MACHlfNJE BALANCE NO. 

Tf^ns. Symbuis I Ne: Totals | Corrections 



Date 



"! 



Mach. Totals 
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I — 
I 

i 



t /-'.jr, i-i Dry Cli3fTn 



1 T0'» '^: ,Miio»rri 



^Jt:T OiFFERENCE 



iMAOTlve ACCOUNT 

OP. dAuANCE (City a T ray) 



OZ7^~Ci0r, t^CoM) Tf^ HEADINGS 
>>cUito^'!t <^r»trol 



□ Date Changed 

lD Control Totals Ztifo 

□ (Vianer Tape Lockod 
n Audit Control Lccksd 



AUDtTOP. 
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File Code: y^.O^.d ^ 04, A7>>n 



Date Published: 1/12/76 

Leareiina Aot^vity Package 

StucJont: 

Data: 

p-HrOFiiVIAr-iCS ACTSVITV: ,...jlaJ^j>:a:uaJ^alJ^ Receivable 

identify the procedures for preparip.g aiid balancing the accounts receiv- 
..^,;c!:.ion of the daily report. 

■/ r . I : AT T. ON P ROCEDU Ri: : 

, . . -ir -icore arid rt::tux*n r.o an instructor the ten-item multiple-choice 

■I jbout this LAP and LAPs erititled: "testing Room and Phone Charges", 
"Hmdling Inactive Accounts", and "Trial Balance "D'* Report". 

Su..- ..-essful completion is nine out of ten item's. 



'<LLoOi iRCKS : 



/-.i- ^-vicbmen t (Daily F.eport) . 

vL^^iiX. Office Operation , pages 100 and ]01, 102-104, 
Daily Report (Registration Desk Drawer). 



steps 

i?-3ad r-ages .V02-1O4 and study pages 100 101 of Front Office 

'^p miration text , 

S u d y : •. ? < i l r a c[\ e d L/ a i. 1 y P. e p o r t form. 

'.'-jing chj ta u: notes and attac'ned Daily Report, complete the accounts 
recaxvable section . 

Wh-=!n yOU feel you know the material, complete and score tht. test 
■:-::n/er ing chis LAP and the pr-^vious three IJsVs. 
if :;uccossfulr proceed to the next LAP. 



?r;nc;po! Ai:^t>or(5): ^- Fuhrman 
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NOTE : 



ReLt-L- following definitions to the attached Daily Report, 

Votal Revenue - This figure- is obtained by adding all the (debit or 
charge) depar tnienta I totals and subtracting the mi.scellaneous 
credit depar tiuental total. 

! ji^ij i'ciid - Tills figure is the uotal that hcis bean paid to the front 
v.-'ftice: to the tray ledger (advance payments or guests checking 
.i-Lit) , to credit cards (from credit card company) , to ac:::ounts 
receivable (from charge accounts) . 

< .»! ; ^t.inrJing - This figure is the difference you get from subtracting the 
:;-aid amount from the total revenue amount. This is usually 
c^. \:\x\^ figure, bur, if you receive a big payment from the credit card 
. .>riipany it could end up being a credit ainf^^nt. 3e sure to show a 
credit figure by a minus (-) sign in fro i or by brackets ( ) - 

V-scerday's Outstanding - This figure is obtained from yesterday's daily 
report. It is the total outstanding-to-date figure. This is also 
called today's opening balance. 

lotal Outstanding-to-Date - This figure is obtained by (1) taking the 
total revenue figure and then, (2) subtracting the paid figure. 
You t'^en arrive at the outstanding or difference. (3) You add this 
difference to the yesterday's outstanding figure (if the difference 
is a credit amount you subtract it from the yesterday's outstanding) 
and the amount you end up with is the outstanding-to-date total. 
Should equal the total receivable balance amount, 

Trciy Ledger - Figure obtained in the inactive account as you posted the 
raom ch.arges if the trial balance key was depressed (you have to 
include any credit balance). This also can be found by physically 
adding every balance on the tray ledger guest folios- If you have 
a crridit: hfilance, note it in the little box (see Daily Report), but 
iiicLud'j ±'c in the tray ledger total balance figure- 

Credit Cards - Figure obtained by physically counting the total of 

folios who paid by credit card. You can obtain this figure also by 
checking the balance of the city ledger credit card master account 
card. For example, the master account card for BankAmericard would 
jiK;lude the balance of every folio who paid by BAC. 

Accounts Receivable - Figure obtained by physically adding up the balances 
of all folios who charged to a company^ themselves, or another 
private party. 
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"'[ii^irc r.'i.'ta.i. i.iad L.y r>!~iv;;. i.c-al 1 y d.^'jii vinq very hold account or the 
h -.-Jir.::- acjOMiiL :_ard . If you liad a lot of aJv.mce payments, this 

)ui.i be a credit amount. l^c. sure ro shov/ ciodit amounts by putting 
.1 r-i '..nuri (~) sign in frcnc of the amount or put the amount in brackets 
■ CD) . 

£ .:rs - Figaro i.^ t^:>tal of rolio.-. who ski]3p'^i:,i or left without paying. 

L Ke.u-: liable Balance - Figure o:_.tainod by redding the tray ledger 
; ji . a r. c. e , t h e h c 1 .is :i t : d s k i vj} a • r ; b a 1 a r: c e all u o g e f. h e r . This s h o u 1 d 
[:■'.') thui: tictal balance i^ll togerner . This should be the total amount 
in your oity ledger file. Should be equal to the total outstanding- 
. ) - d:l Li. i.'igurc' .. 

:jiY - AiiiOL^at cr.rae ai^ lef=3: Tocai paid ir.ic^uro. 

: I L a - iVncu i \ z am e as c? be v e pa ."^ d - o-u t to t c"* 1 . 

• Obtriiued by subtracting paid-out figure from paid figure. If 
1 '- i : ■; a r. . i r. us a rr. o u n t be sure to s h o w it as t hi a t by u .s i ng a minus 
:. "'jh (') or birackets ■ 

.'Short: - Difference betv;een fae deposit figure and the actual deposit 
i Lgure. You are comparing what you depositi^d to what you should 
have deposited according to the machine. 

-jeccions (Total Oustanding- toDace and Total Receiveable Balance) 
c..:* nqual to balance the report. The total Outs tanding-to-date 
re ici from the machine f igur.^s and is what you should have . The 
L -'.iicei vable Balance is fourid by cour:ting tiie city ledger and this 
vT.at: you actually have . 

.'.j L.iie given j nf orTwa tion , com.jlote the. attached blank Daily Report. 
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Date Pubfiihod: 7-1 -7t\ 



LAP TEST: 



LAPS .01, .02, .03, and .04 COMBINED 



1:5.03.03.01 



! . The roason the Night Auditor is the or^e who posts rcom and phone charges is that: 

a. ir is easier for him. 

\: . \\e has more time to do it. 

?he switchboard is usually shut off during this time. 

;i decreases the chance of errj?rs being made (a phone call being posted twice) . 

. fjost room arid phone charges: 

d . immediately when you come on shift. 

h. only after checking and correcting the cashier shift. 

; : , iast, after everything else is done. 

d. v^'hen you feel all calls have been made, and all guests are registered and 
in their rooms. 

3. The purpose of posting room and phone charges at the same time is: 

d. to decrease the chance of the Night Auditor forgetting to post one of the 
p;hoae charges . 

b. because by this time no other calls should be made. 

c. because the phone charge key will not operate v/ithout the room key being 

depressed . 

d. because this is what management insists on. 
^5. u] 03.02 

M. T'.j record inactive accounts: 

0. when you press the credit balance key, it records automatically. 

b. you cannot use the inactive account key directly . 

c. you may use the correction plus and correction minus keys, even if the 



b.tjlanco is a debii: . 

ir you u-se the inactive account key directly, the trial balance key does 

not have to be depressed. 
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2 S.0j. 03.03 

iiOTii: The following questions are pertaining to the: Trail Balance "D" Report. 
• ; . Tne miscel ianeous debit and misce! laneous credit: 
r j . wo'jld nev/er be the sarno. 

ij . coL!!d be ihc: equal because cjf transfers .^nd from the city ledger, 
c . ar-i; always the same an-jount . 

d liold only totah^^ of transfers to and from the city ledger. 

The amount of Iransfers to and from the city ledger: 

. would automatically be included in the inactive account, through the use 
of the trial balance, 
usually would be equai . 

would be included in tha line which subtracts ar^y credit balances, 
^o\a\6 enter the inactive accourn through the use of the trial balance key. 

'^he total debits and total credits line: 



a. would be printed by the machine. 

would print as zeros by the machine, 
c. has to be totalled and entered, 
d equals the net outstanding. 

:v /\ c The following questions pertain only to the Accounts Receivable section of 

i;-!::- fibii ly Report . 

:i T^fi OLitstanding figure: 

cl>ta!nrjd liom yesterday's Daily report, 
^fi.r .tjMie a-'; the totai r^y . 
... L.cJiances of trcjy ledge'", cr^edit cards, and accounts recei^/abte. 
i. i-. obtained by subtracting total paid frorn lotal revenue. 

\* fina credit balances the tray ledger: 

..i . mearr-; you adde^l wrurig. 

r kW\s credit balance should f.^qual the paid figure, 
c you do not include d.is in the total tray ledger balance. 
■'.] you must note this figure next to tije box where you enter the tray 
ledger bal ance . 
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10. The Act. Dep. section shows: 

the money you should have had in the ti;!. 
b. equal to less paid ^'igure. 

-he money you actually had. even if it is short or long 
. hW money roc;^jived less advance payments. 
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LAP TEST ANSWER KEY: LAPS .01, .02. .03, and .04 COMBINED 
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Date Published: 1 /12/7f^ 



Student: 



i'v ;• .c: ■ ^^-1 Section 



>''t'OC':::PUI-- : 



. .;\ 1 ; i s * ii f '1 ^ *>■•: rori-ice-i raulripie-choice 

— oei^slui cot^;.l'-.-U.'; o.;t c-h items. 



, jrricit: ion .Sheet 



J- . i-.j." J . : 



of the attached daily reports (bottom 



. / • ; , I 



^ .ja.il/ Roporr f attached.) . c^.^r:.^) J e. te it using informatxcn 
.« ycu know the materir-i, corr.plete cirvd s<.:oro t\\e test. 
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:i!jbic: Rooms - TotJil number of rooms in th-e mot^ii (same amount each day except 

if yc'j buiid mor ^0 • 
.-..-OS Occupied - i'ol^l or single rooms v;f-i:ch aro rented. 
:[.:.. ^^s Qccjjpied - ToUi! of double rooms vvhici^ were rented. 

:c>n: - All roorn^ wilh no people in Ihetii idon't count out of order rooms or compli- 
[.■; 'r\^efiU:iry ) . 

Order - Number or rooms bei.ia rep^-ired that day (some motels keep a couple 
of rooins always ijsted as out of order - this helps pad the percent 

oc;..uparjcy 1 igure) . 
v:r;! itTUir.tary - Rooms which were at no charge to the guest. 
.<jf KoofiiS ■ Tolol roon^s in Ih.e rr;otel (.double check] . 

Ti Cu-sts ~ Total guests in rooms (include children only if they were charged) . 
. rrivroii - Amount paid em.pioyofcs chal day. 

• -/ro*' Percent Room Revenue - Compare what you made on your rooms to what 

you paid enipioyees for that day. 
• P-.r^ K(.uMi - DiVtde t<p.al rev^enue th.al you made coday by the total of rooms 

(single and double occupied) , 
•.\ -iuc Per Cuf/it - Divide total revenue for today by the total of guests, (Include 

children oniy if they were charged for rooms.) 
fc r.-it Occupancy - Divide total *^ooms occupied today (double and single) by the 

total available rooms, 
r . Always - Used if you were full and had to turn some custome"b away. Used to 
u.-:ter^ni ne if hotel r^eeds to add more rooms. 

f.-:G i.rie figures of daily report all the way across. 
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INFORMATION SHEET 

\. : i:ir. le i":ocm3 - Tot.al number cf rooir4>5 in the motel, v;hether they are 
all used or not. This could only chcu^ge if you constructed more 
r :-oni?i if yo.; converted tsorwe roons to offico space. Another way 
u.y ic^auce a^T-'.iir.ble room.H v/oild rj: to touaily shut ^ wing down 
:.!'..r i-.-ia th-^ slow season, but tiv-jsi^ should be listed as out of order • 

J. t:::^ <.a:c up io^d - Nuraber on single; rooms v;hich were rf;nted. This means 
or.is witr; one bed. Vou cafi use this to determine if your clerks 
. : . • w. 1. ]. 1 ii^:, ' I p t h l: do ub i l-: r oom.-':; a s t li e y -^i ho u i d . 

• .J Liird - . ii;r;Liv':.M: or. ■.l..)uble rr.rjzTu; (rocini; with 2 beds) which were 

■ : . . • A; ■ v/ ; -.ri ;;o c,;^^^^^s In Nu^m (yu don't count out of order 

..;.r :.;i.-tp] i:i;-!itciry m mo.5t -ases; . ReiLtad i^age 2^^, the right column. 

. ■ - ''f Order - N-omber of rocrui being repaired or which are closed for 
some reason or another. Some managers alvrays keep a couple of 
;oo.Tio listed as such, even if they don't need repairing, just to 
^•)ad the occupancy percent figure. 

.r;r-:-^2 \mentary - Pooms given at no charge to the guest. Complimentary is 
usually given only for rooms and does not include food or beverages. 

I.v-fil. Kooms - The totai. nurriber of rooms in the motel. This is a double 
:heck on the addition and is equal to the available rooms figure. 

- jiT. -"^uests - Total number of guests in ti^e rooms (this only included 
:\ i 1 d re:: if I' h e y we r e c har g ed ) . 

: ; . . . ./ r u ! ' " -Xr ic u n t: r. ha t wa s paid enip 1 o y e e s that day . 

I'c.viT'jl] :'^ercer;c Room Revenue - This compares what you made on room 
.-.jile,^ ■ TEtL yo\: paid oui to employees. The lower the percent the 

;<.7v::.v_^' P^.: I'ooin. " Divide room revenue oy the total of single and double 
"jo<3rni ^ol. so]d. (You include t^ie tax .^ount witis the room r'ivenue 
fig ;.: r e f there i s; u cax o r i the r oom s . ) 

.J t -si: '"3 i i b L ~ i..-ivicle roGia reveruie {".rAd tax if apijlicable) by the 
'J. : • -Ti [. r. ^: ^i: ( : c / 1 ) -.t ,s t s f Iq u r e . 
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INFORM.^.TION Sl^EciT 

-U'^^^ir. 0:;cuuancv Divide total rooms CKrcupied foday by the total 

-r/ailable rooms - Reread paqe 244, the second columii. To pad this 
: ... crcentacje or to increase it you wou?.d not include out of order or 
;oM-ii^lim.-ntary room- in tha total available room?^ amount. 

>. n Avvavs - Total nurriber of quests chat you had to refuse rooms to 
you v/e:ro lull. Tb.is is u-^ed ^o d-terniine if you should 
add on any rooris . If there is a conircant amount here than you 
e/r.ould think about: "^ixpan.dinq your motel- 

vhe qiveu figure, complete the Daily Report; 
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L AP TEST: PREPARING DAILY REPORT STATISTICAL SECTION 



rlO it: The fijllovv'ir.g questions refc-t?' lo the statistical section of a Daily Report. 

a. Ihe iHjfDber- of roorr.s whicri Ihe hotei has (does not include out of order rooms) . 
h. Mje xolu\ number of rooms in the motel, 
ih^ :'M;ir)ber of roonns rented. 

\r:r: number of r ooms v.'fiich a hotei has (does not include complimentary) . 

^ . • f o'.>ais" I'nfjbns: 

r; ti-ie totdi singles and doubles which were rented. 

■J the total rooms planned for the motel. 

c the total rooms available (does not include out of order rooms) . 

d. a double check against available rooms. 

3. "Turn aways" means: 

ii. a term used to determine if hole! needs to add more rooms, 
c- the people who thought the prices were too high (used to determine if prices 
might be too h igh) . 

c the number of bad customers turned away (drunks, people unmarried, etc.) . 

CI. tne same as cancelling a reservation. 

'! . To obtain percent occupancy, you: 

cj, di /ide total available rooms by the singles and doubles occupied. 

i> div'.cie rooms occupied (plus complimentary) by the available rooms. 

c. divide total rooms occupied by the total available rooms. 

d. vii/?de total rooms by total occupied, this includes complimentary. 

5 . Vacant rooms: 

0. are all rooms without, peopie staying in them including out of order rooms. 

I}, are all rooms without people staying in them, including complimentary rooms. 

c. are rooms without people staying in them, not including out of order rooms. 

d. are total rooms less occupied rooms. 



25,03,03,05.A2-2 



0. Koom guests includes: 

a. total guests in rooms {always include children) . 

children, only if they are charged. 

does not include chiidi-en, even if they are charged, 
d total guests in rooms (never includes criiidren) . 

Oiii of order': 

: J . (fu^ figure does r^ot affect the percent occupancy figure. 

. I'^.iri figure always includes only those rooms which are out of order, 
c. usc.d by some managers to increase their occupancy percent. 
J liiis figure affects trie revenue pei* r'oom figure. 

i nn F-'ayroi ! : 

CDtai taken \\\ by ihe motel that day. 
amount cA money paid to employees that day. 

c. amount only paid to employees of the Front Office. 
.: aoe? include managers - 

J i^,rjvenue per guest: 

vj . divide total guests by the total revenue, 

b always includes children if they are over 12 years old. 

c divide totai revenue by the guests which were registered. 

d. s!'iOv^5 how much was m.ade froin room sales. 

iO Rooms Occupied (singles ai^d doubles): 



rhe same as available rooms. 

comp!imentr;:"y rooms are not included in this figure. 

tne s.rsme as total rooms. 

.:ui.:Olwneniary rooms are included in this figure. 
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L/.P TES T ANSWER KhY: PREPARIfJC DAiLY REPORT STATiSTlCAL SECTION 
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f^'le Code; 25 , 03 . 03 , 06 , /!^,p~n 
Oato Pubdshed; 1/1 , ^/76 



:'o./' j :i r 



c:e oata ocction of 



entxtlec: -'Preparing the Final ^'D'* 
f-P test wxll be taken after completion of the next 

-r^^suui. -ctapi -tjor. is nine out of ten items. 



V r re port: , wirj 



i c:p.;:c\al attention to tlu 



'•/'"^'■'^ ^-^ports. complo-- the blanlc daily r-port 
.i-Lw (jn i..r. riiG information shetzt . 
:nov -r^e matrarial, complete and 

V ''^'/"^ "^'^"^r^^^ii^g Final "D" ReporfV 



score the test, 



EKLC 



25.03.03.06.A2-0 



's Total is ev -rylninq charged lodrjy. vOniy cliarges not credits - in- 



h\-.ra\i !^ evci-yiijii K] u^iciy \m' Uiis rr:Oi;lr. oiiiy. (Add yesterday's 

..y, j-^ r:.;:..: ..-t l-i . ;(^: h.' cmmv ir today is the first day of a 

L^v-.i '/c-riT wl.ich ino'el had at this month 1 year ago. 



M 1 . y 



I iK> 



itf } t'roni v'L::SLerday . ) 



D-'tL 1:. N vrliinq so ir^r .lu:;. yoor . (Add yesterday's year to date plus 
Y.:::r (o P ile - Add yesterday's figure ',j\us today's charges. (Changed 



EKLC 



(ATE 



V^EATHER 





' -• -i r ^• u r-i U ^ I . .-^ ^ « < 


\ 

; : 


THIS MOM" 

I. AS r vF 


H 


YEAR TO DATE 


LAST YEAR 
TO-DATC 


. . . 


. ; . J... — 




! , 900. 


00 


i»,500.00 


4,600. 


00 




. ...... 
















i 00 ; i i C 00 


120. 


00 


250.00 


200. 


00 




: C . j 0 


. > : V 0. GO 


105. 


00 


2^10. 00 


205. 


00 








300. 


00 


750.00 


700. 


00 




•1 V s . 0 0 


] ;oo. 00 : i .000. CO 


! , 200. 


00 


2,600.00 


2,800. 


00 




^, . M 




700. 


00 


1,600.00 


1,700. 


00 




















i j 


■ 










- -• — — 

- ' 
















\ 




fill 


7 nnn on 


1,000 


00 




- ins . 00 


, ^....L-..-..^^^, 

1 , 6 n . 00 \ 5, 3 35. CO 


^ ** ^ . 


00 


I \ , 940. 00 


11,205 


0( 




- — - 








PAIO KEY 






— - — 


; CRtiuiT Cards 






PAID OUTS 








; ACCOUNTS f;tC£IVA8L E 






DEPOSIT 








) 






OVER/SHORT 












ACT. DEP. 








1 






ft£3T. DEP. 














1 

LOUNGc 0£P, 

1 



















..I 



r 



a. 



ERIC: 



1 

j 
i 

L 



I. 



— ■■[ -■ — -'-'i — 


OVERALL 


23AMQUttTO 


^ : 5 






; ! : 1 








^ } 











c ; ■ ; . 1, 



; -in : t- 'J o u T o i;i .-: . r. j 


AVERAOC 




TE i roo.? v ! TO d;- i 


TODAY 


TO DATS 














; • 1 











OVUi'T ALL 


BAMOUETS 1 








: ■■ j 



















TC.T AL J TO OATE 








1 TOTAL 1 


! 

TM13 1 LAS" ( THIS MONTH 
MONTH i (lONTH J LAST YEAR 


YEAR TO DATS 


LAIT YBAR 
TO DATS 


■:.:"ZL-.-.-.r4.. 






' ' 






\r [ , ; 










L 1 \ i , 








L L.-L 


1 i i 1 









PAV?^OLL STATISTICS 'HOURS WORKED) 


j RfSTAUPANT j MAR 


OFFICE 

(. .. . , 








! 1 r " j i t } 






\ 1 I i i . i ] 







C C .'.A ?• r.. i > i 5 : T A R'f GU £: 5 T S 



I CO. 



STATS 



TP ££■ 



. T e M 



„J 



APPMOVe( 



EKLC 



CATE 



DAY 



VsEATHER 



? F venUt: 



T ) r A L 



THIS MON I H 



! 1 AS I Y I q 



07. 00 



6::>.00 : 

i~ 



YEAR TO DATE 



TRAY LEDGE-^ 



CPtOI T CARDS 



■ U'JI S7 AMDiMG; 



■ :jTAriD:HG 



ACCOUNTS RE Ct^lYABL E 



PcCCi VA3LE BAL ANCE" } 



PAID KEY 



PAID OUTS 



DEPOSIT 



OVER/SHORT 



ACT, DEP. 



REST. DEP. 



LOU.VGC OEP, 



LAST VKA« 
TO-OATe 



r-?OOM SV ATISTJCS 



I 



I 
1 



.r; T ocuPANCY j 






\ 

! 

1 


■ ■ "] i 





ERIC 



CATIi 



DAY 



Wnilnnv;.l/iy 



V^EATHER ^-oij 



<;..•-,■•., ^ .•> f or- RF veMUE 



I OOAV'j 

TOTAL 




. -._Jl;Liik, ; i-'O^' -00 ; UiiL.00 j_ 



128 , 99 



260. i 



1023 . 9--^ [_ 



;-;2 7.9 3 i 1336.01 



10289.50 



1837.09 



3328. 76 



S.2S 



98 . SO 



613.59 ! 



1110.89 



^gl3.51 



1813.51 



.,J- 



834^4 i 23S9._24 „L2I2''-^ 



1 



TRAY LEDGE R 



XlZ..lZj_L 1410.91 



Cftsorr CARDS 



! 

17 } ACCOUNTS RE CEIVABLt 



1176.57 



I 



2 574,61 



18379,75 



PAID KEY 



PAID OUTS 



DEPOSIT 



OVER/SHORT 



ACT. DEP. 



REST. DEP. 



LOUNGE DEP. 



ROO.iv'. 5TAT!SY;CS 



' u 



99 



0 >■ 



Art 



87 



102 



131 



3^5 



206 



315 



34 



"1" 



768 



en 



q ; V r-?.'^ /•'COM 



76 



40.09 ! 



; R e V . P ? I 

ER|c2i!l 



16. 05 



IE. 62 



21 .96 



OCC'J.-' ASC^ 



65% 



4 4 "5 



_56J 

.2 



43. 87 



22.66 








TOTALS TO DATil 








J i 


THIS 
1 G'-J T ^' 


1 LAST 


THIS MONTH 
LAST YEAR 


YEA« TO DATE 


LAST YEAH 
TO DATC 
















— H -H — h 












M 








} 

...\ 


J i 











PAYROUu STATISTICS (HlOURS WORKED) 




S T>i URANT 


i fiAn 


OFFICE 


.. ...i a L-,lJ^;iAiL. 

L ^ i 
















i ! i ^ 





1 \ 







3T REG 



STATt 



;c_o. 

^ S T .-'t H i T 



n ATE 



"^1 

I! 



i 
1 



EKLC 



25.03,03,06.A2-0 



INFOm^.TIOM SHEET 



'^irence da ca section is used by management to compare what the 
crenels are to what occurred in .the past. This pertains to the 
^he inOiith or t:he complete year. In ixioot cases management is con- 
2.1 with ^;iiich d^iy of the week no\: jrst the numerical figure. They 

compare February 16. Wednesday of last year to Wednesday February, 
• -.iL:. year. Th:e reason is easy to see, if January 11 was a Sunday 
...ijci Monuriv the next:, the current year would have larger sales 
^ ccx^xjSr uiorc buslness is on a Monday than a weekend- Also, an 
can effect r.ho totals (l^oliday, convention in town, or an athletic 

rei'orence data includes both the :^urru:nary of revenue section plus the 

V ~. "iocal - This is everything that happened today or on the date 
at nhe top of thii report- These amounts would change from day to 

day , 

Month - (The total for each item up to the present day for the 
present month.) Tomorrow's figure would be obtained by adding 
today's totals to what we had accumulated up to today. This would 
continue this v;ay, adding today's total to this month total, until 
a new month came about- At the first day of a new month the 
♦:oday'3 total would equal the this month's total. In the statistical 
sec::ion, the percentage would have to be recomputed each day- Also 
the re-^/enue per room and revenue per guest figures would have to be 
oj.apiled each day using the totals above. 

,1orii:h - (The totals of last month-) At the beginning of each new 
"ic.ith this figure v/ould change. You would get the figures fi'oiu the 
•jiL^ month's totals on the the last day of the month you just 
: i^Ti ::-;hed Til che statistical section the figures would stay the 

incJi.dinq the percentages and the revenue per room and guest. 
These TOuld ?,gaLC\ cn],v change at the first day of a new 



Year - (Trie totc-.ls of the month you are in exactly one 



■dci J. 



:ev.ious.) This figure would have to be picked off the previous 



' e d r 1" e jji J r I- s , 



This would only be done on the first day of each 



(Total of everything from the start of the year to the 
recent day, i.e., January 1 to March 2, if you were performing the 
;di.t on March 2.) This is contrived day to day by taking yesterday's 
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INFOPMATIOM SHEET 

.•;:-ir - •-.o-da te l:ocal and addinq tcxl.iy's T oday ' s Total ajnount. Again 
!. n riho. cat i:;- 1 leal :.;t:CL:ion you v;i] .l have tro TecoiTtpu te the percentage 
i\\r\ tevr-riLi^ ^:-yr ro'-ra and ^ioures. 

-Do.vf: - (Total of everything from rhe srart: of last year to 
J.ie O:. ':ha'-- :^ai year i:\ v^hic/i yon are at ^ i.e., if you are 
Li : ^ I O:: .iu;-t/ ly'/: c'lO LiiSl: > -ciar - toda te would bo January 1^ 
1 . • -i c :■' J 1 1 \\ ■?. J , 1 9 / ■ ) ^ ' s J e t ^ j v c u c omp are to th e year before. 

;)U n'OiAld s-'^t" ;:iu rJ.ciu'L:: froa\ the past year's r'--port under the 
\ \i:;-xO-'0ri Lt: co.lanm and copy theia outo your last Y^.^ar-To-Date 
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UNIT PERFORMANCE TEST: EQUIPMENT USED BY THE DESK CLERK 



Revised: 



3/21/80 



OBJECTIVES : 



Perform a simulated front desk shift using the NCR 42 accounting machine. 



TASK: 



The student will be given the necessary data and forms needed to run the shift and to 
prepare reports. 



ASSIGNMENT: 



CONDITIONS : 

The student will perform the assigned tasks in an environment that is a simulated repre- 
sentation of a motel or hotel front desk. He may use only those resources provided and 
may not use any reference material; or ask questions of the instructor or other students. 



RESOURCES : 

NCR 42 accounting machine 
NCR 42 guest folios 
NCR 42 cash report 

NCR 42 vouchers (allowance, paid out, transfer, cash credit, various charge types) 
Cash in till ($200.00) 
Assigned guest transactions 
Simulated front office 
^'Iriting pen 



ERIC 



"1 Q 



Page 2 



25.04.04.00 



ASSIGNMENT 



The following people are presently registered, 
folios for them. 



Using the given information, fill out 



ROOM NA!^ 

102 M/M Hal Davis 

105 M/M Cooper 

113 Ms. G. Long 

115 Mr, R. Burr 

118 Mr. D. Turner -t-l 



AMOUNT 



63.80 



205.78 
118.75 
82.95 



Prepare city ledger account cards for the following; 



Acct. # NAME 



9998 
8002 
8007 
8016 
7010 
9999 



Advance Deposits 

Hanson Company 

George Newell & Co. 

Rotary Club 

VISA 

"HOLD" 

Burner 

Charmer 



AMOUNT 

? 235.00 
108. 90 
219.87 
385. 00 
1,345.86 

21. 00 
46.00 



MEMORANDUM 

Previous Balance 
No Balance 

Previous Balance 
Previous Balance 
Previous Balance 



Using the proper forms and procedures, complete the following transactions: 
SHIFT A 



115 
118 
118 
113 
113 

108 



115 
108 
108 
102 

108 
105 

105 

102 

102 

113 

105 
105 
105 
113 
113 

ERLC 



Burr 


1. 


.65 


Turner 


6. 


.25 


Turner 


1- 


. 20 


Long 




,65 


Long 




.15 


Burner, m/M+I 






VISA 


850. 


00 


Burr 




15 


Burner 


6. 


35 


Burner 


1. 


00 


Davis 


6. 


30 


Burner 




.15 


Cooper 


4. 


50 


Cooper 




65 


Davis 


2. 


10 


Davis 




15 


Long 


15. 


00 


Cooper 


8. 


20 


Cooper 


1. 


40 


Cooper 




15 


Long 


68. 


90 


Long 


1. 


40 



BreaJcf ast 
Breakfast 
Tip 

Breakfast 
Newspaper 

Transfer from HOLD 

Payment on Account: $807.50 + 

42.50 commission 
Newspaper 
Breakfast 
Tip 

Long Distance 

Newspaper 
Breakfast 

Tip 

Room Service 

Newspaper 

Paid on Account 

Tie (Not a motel account) 
Cigarettes (gift shop) 
Newspaper 
Gift Shop 

Cigarettes 
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SHIFT A (continued) 
108 Burner 



108 
118 
118 
115 
114 



Burner 
Turner 
Turner 
Burr 

Sleiqhter, M/M 



2. 10 

26. 90 
12.60 
1.40 
2. 30 
45.00 

$1,146.45 



Cigarettes (transfer to new folio 

using sub-balance method) 
Gift shop 
Gift Shop 
Cigarettes 
Gift Shop 

New Ay. 'ival, has advance deposit 
MONEY IN TILL 



SHIFT B 



102 

113 
105 
113 

108 
118 
115 



105 

114 
108 
108 
113 
113 

108 
108 
108 

113 
113 
113 
108 



Davis 

Long 

Cooper 

Long 

Burner 
Turner 
Burr 



Rotary Club 

Goerge Newell & Co, 

Cooper 

Sleighter 

Burner 

Burner 

Long 

Long 

Burner 
Burner 
Burner 

Long 
Long 
Long 
Burner 



18.20 
3.65 
3.50 

12.85 
3.50 



47.95 



4.50 
3. 65 
2.50 
2.80 
21.50 

14.80 
21.50 



.70 
2. 80 



Check Out, transfer acc't to room 

118 (Turner) 
Laundry 
Laundry 
Laundry 

Valet 
Valet 

Check Out, $12.00 tip for waitress, 
$10.00 tip for maid, C/L Hanson 
Company . 



Luncheon 

Paid Account in full 

Transfer to new folio using method #1 
Lunch 

Long Distauice 
Long Distance 
Long Distance 
Return item to gift shop 

Gift Shop 

Return item to gift shop 
CO, pays cash 

Transfer to new folio using method #2 

Cigarettes 

Mag.=izi nes 

Disputed long distance phone call 
($2.50). Check and see, it 
should be billed to Turner, Room 11 



EKLC 
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SHIFT B (continued) 



ROOM NAME AMOUNT 

118 Turner 

105 Cooper $ 12.25 

105 Cooper 2,00 

113 Long 7.50 

114 Sleighter 

105 Cooper j. 30 

113 Long 



MEMORANDUM 

CO, VISA #717-603-444-713 

Dinner 

Tip 

Dinner/Bar 

Emergency at home. Cancel stay and 
transfer to "HOLD" 

Bar 

Check out, pays cash. Disputes 

$15.00 paid on account. Should 
be $150.00. 



$604.05 



MONEY IN TILL 
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Studtm: 



Oats Publbhed: 

Revised: 



11-8-77 



3-21-Rn 



PERFORMANCE CHECKLIST: 



OVERALL PERFORMANCE: Satisfactory 



Unsatisfactory 



CRITERION 
Met Not Met 



Objective: 






i. Selects forms. (5 points) 






Completes vouchers* puinisj 






3. Posts the guest charges ana creuits. points^ 






4- Posts guest paid in full. (4 points) 






5. Posts an allowance (after guests has paid in full) (3 polnti 


0 




6. Posts a paid out. ( 3 points) 






7. Posts an advance payment. (2 points) 






8. Forwards bal£uice when a folio is full (6 points) 






9. Locates problem when machine is i nope rati ve .( 1 point) 






10. Completes city ledger charges and credits. (5 points) 






11. Transfers to the city ledger. (3 points) 






12. Trainsfers *'H0LD" accounts (5 points) 






13. Transfers to a different account (3 points) 






14. Completes a credit card transaction (3 points) 
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Revised: 



11-8-77 




PERFORMANCE CHECKLIST: 



OVERALL PERFORMANCE: Satisfactory 



Unsatisfactory 



Met 



CRITERION 
It Not Met 



15. Completes cash reports. (10 points) 



Criterion: 



Confonneuice with Instructor's Criterion Key. 



Student must complete 85/95 items satisfactorily to obtain an 



overall score of satisfactory. 
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Instructor's Criterion Key 

Line Itenn #1: 



See Attachments. Must have the correct form and the form must be filled 
out correctly. Total of 5 points. 

— Folios: room number, name, rate, number of persons and old balance. 

— City Ledger account cards: name, account number and old balance. 

— Cash Reports: Time on and off duty, signature. 



Line Item #2: 



This only includes those vouchers for Line Item #3. Student must use the 
correct voucher, fill it out and machine validate, K point per voucher for 
a total of 2 1 points . 



Line Item #9: 



Sometime during the performance test do one of the following: unplug the 
machine, move Master Machine Lock to "locked" position, or unlock the 
cashier key. The student is not to know that you are doing this and nrust 
correct the problem. 1 point. 



Note: 



All other Line Items are clearly identified on the attachments with the number 
of points that the student is to receive for each line item. You should be 
aware of the following facts: 



Attachment "F": 



Attachment "H' 



The student does not receive any points for Line Item #8. 
The points are on Attachments "G" and "H" . 

The first two steps of Line Item #4 were included to see how 
well the student can handle unknown situations. The student 
has not covered error corrections yet but should be able to 
correct this error. The students receives one bonus point 
for handling the correction in the manner it is shown on the 
attachment or if the credit is posted as $135.00 Paid. The 
former condition only holds true if the student has not covered 
error corrections in unit 25*05.0 5.00. If the transaction, is 
not done correctly, show how it should have been completed and 
do not count any points off. 



Attachment "K": 



Student doe^ not receive any points for Line Item #5. All 
points for #5 are given on Attachment "E": however, the 
student should post this charge. 



Attachment 'T' 



Shows the correct department totals if the test is done correctly. 
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Attachment "B" 



^3 - -2^ 



25.04.04.00 



ROOM 



LAST NAME 



FIRST 



/osr\ <?atf pug/^ vvl^g^^gs 

ADDRESS 9 



RATE 

/6 



PERSONS 

c 



OUT DATE 



IN DATE 



^ ULIO NUMBER 



26953 





/OS 



■^ATE. 



/A. 



'•St: ' 



ERIC 
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Attachment "C" 



- / 



25. 04. 04. OO 




Attachment "D" , 25.04.04.00 




158 



Attachment "E" ji*" ^ - .2 25.04.04.00 




Er|c 1 5 ^7 



Attachment "F" 



^3 - 



25.04.04.00 



LAST NAME 



FIRST 



41 



>3 



J /3 Ko^ 




Attachment '<3" 



25 . 04 . 04 . 00 



6 



66836 



DATE 



/ nrp£A/ IB 





9X^0(- AMOUNT 










■ 00 Mdf WRITE IN ABOVC SPACe 


EXPtANATlOM 


, . FaOM ROOM NO '""'^ TO ROOM NO 






^/aH^IS^i^ ^^Aij TO (NAME) 




-Y — ^ 


TO ICARO NO ) 






00 NOT WRITK IN THIQ SPACI 





glONlP BY 



Attachment 'H 



25.04.04.00 



4/ 
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Attachment "K" 



25.04.04.00 



4fl 



^3 




Attachment "L" 



25.04.04.00 



NAME; ^DO/M^^ 



CITY LEDGER 



TERMS: 



ADDRESS: D-e.pQSyA 



^7 ^ ^ 



ERIC 



1 

4. 

5. 

6. 

7. 

8. 

9. 
10. 
11. 
12. 
13. 

14, 
15. 

16. 
17. 
18. 
19. 



Oayt 



80 



•w 



SYMBOLS ffHl^Pg^g 



CREDITS 



€tC. 



BALANCE 



30 Day* 



60D8V* 



Attachment "M" 



25.04.04.00 




NAME: 



CITY LEDGER 



TERMS: 



ADDRESS: 



ERIC 



1. 
2. 
3. 
4. 
5. 
6. 
7. 
8. 
9. 

10. 
11. 

1Z 
13. 
14. 
15. 
16. 
17. 
18. 

19. 



Deyt 



eo 



90 
0»yi 



SYMBOLS 



CHARGES 



BALANCE 



BALANCE 



30 Dsya 



80 Day 



Attachment "N" 



25.04.04.00 



NAME 



■XL 



ADDRESS: 



CITY LEDGER 

<j09,(I TERMS: 



ERIC 



DATE 



1. 

2. 

3. 

4. 

5. 

6. 

7. 

8. 

9. 
10. 
11. 

12. 
13. 
14. 
15. 
16. 
17. 
18. 
19. 



Davt 



ao 

Owya 



SYMBOLS 



CHARGES 



CREDITS 



1 e 



BALANCE 



BALANCE 



JO 



Attachment 'O' 



25.04.04.00 
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NAME: 
ADDRESS 



ITY LEDGER 



TERMS: 







CHARGES 


CREDITS 




BALANCE 








* 


38Su80 




- Iff 






ft 






2. 












3. 












4. 












5. 












6. 












7. 












8. 












9. 












10. 












n. 












12. 












13. 












14. 












15. 












16. 












17. 


i 










18. 












19. 












Days 










30 Doyt 














60 
Otyi 










60 Osvt 




















■f-i^^fa 







Attachment "P" 



25.04.04 



.00 



NAME 



, U/S/9- 



CITY LEDGER 



TERMS: 



ADDRESS: 



70 



ERIC 



6 



DATE 



SYMBOLS 



1 



5. 
6. 
7. 
8. 
9. 
10. 

u. 

12. 
13. 
14. 
15. 
16. 
17. 
18. 
19. 



3er 



ao 

D3yt 
90 



CHARGES 



8S&00 
182.75 7U)e^^*t^ 



CREDITS 



BALANCE 



BALANCE 



30 D«yi 



80D«y« 



90 Pay 



Attachment "Q" 



25.04.04.00 



it/ 



NAME: 



A/A. 



CITY LEDGER 



TERMS: 



ADDRESS: 



ERIC 



SY> | <1BOLS 



4, 

6. 
7. 
8. 
9. 
10. 

n. 

12. 
13 

u. 

15. 
16. 
17. 
18. 
19. 



30 



60 
Dtv» 



CREDITS 



2L00 Bu)fA^ 



ft 



noso * 



BALANCE 



1(0505 



BALANCE 



30 Days 



60 Day* 



90 Pay 



Attachment "R" 



25.04.02.00 



CASH REPORT 



CLARIFICATION 



DATV TRANS. SYMBOLS 



N8T TOTALS CORRBCTtONS 



MACH. TOTALS 



PAID 



CLOSING 



OPSNINQ 



ML 



CASH RBCKIVBD 



PAID OUT 



OPKNIWO 



CASH PAID OUT 



31 



NET CASH 



Ain't in £xo6t of Bap. 



How ftmk (S300.00> 



OVER/1 



ON DUTY. 



OFF DUTY. 



9^ 




CAHIIIItK 



ERIC 



1 



Attachment "S" 



25.04.04.00 



CASH REPORT 



"8" 





DATS TRAN8. SYMBOLS 


NET TOTALS 


COBRBCnONS 


MACH, TOTALS 
















PAID 












CL08IHG 












OPENINO 








• 865JQX 
















CASH RSCSIVBD 




































PAID OUT 




















* 80i5X 




OPKNINU 








• S335X 
















CASH PAID OUT 
























NET CASH 












Am't In Elf CUM of Beg. 




































•tfm/SHORT 





































ON DUTY. 



5^ 



OFF nuTV ^/^^^ 




UA8IIIKH 



ERIC 



Attachment "T" 



25.04.04.00 



D 



NIGHT AUDITOR'S MACHINE BALANCE NO. 





Date Trent. Symbols 


Nat Totals 


Corrections 


PMCIi. IQWI 




Room 








-5 — 




R«itAur«nt 












Ttl«phon« 








* m 




Long D{ttfir>c« 








* WJ5Z 




Ljun. ft Drv Cttan 








* 41J02 




Miic«Han«ous 








^ H \ML 




Paid Cut 








* 80JbZ 




TOTAL DEBITS 








» U»i&Jg — 




ryK«c«ll«n«ous Cr. 








* Bb!iJiZ 




Pflid 








* l.U4:>35Z 




TOTAL CREDITS 












NET DIFFERENCE 












OPENING DR. BALANCE 






































































INACTIVE ACCOUNT 
























NfcTuTOlMu ^ 

1 (Total Accountt Roolvablel 











DETECTOR COUNTER READINGS 
Audi tor 1 Control , 



Moch. Number _ 



EKLC 



Q Datfl Changed 

□ Control Totals at Zaro 

□ Maatar Tape Locked 
Q Audit Control Locked 



1:1 



AUDITOR 



